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Introduction 

For the first part of this assignment I had to explore the employability skills required for leadership and management for the level of employment. In the second part of the assignment I had to reflect on my own academic skills and come up with an action plan to improve my skills. I used the SWOT analysis to analyse my strength and weaknesses and identify any potential threats and opportunities.
Part 1 Employability 

1.0 Explore employability skills required at leadership and management level
The core employability skills are required for leading a team would be excellent communication skills, using initiatives, delegating duties, being able to plan and organise presentations and have good people skills.  When an employer is looking to recruit a Manager they will be looking for managerial skills, such as IT skills and people skills as you would need to be able to manage staff and be a good leader. As a leader you must be approachable so that staff can approach you with confidence and be able to confide in you. You must be able to deal with difficult situation and be able to deal with confrontations.
What makes a good leader?

"A good leader is one who knows the way, goes the way and shows the way" John C Maxwell. A good leader, he or she can share ideas to make a difference to workplace and know the difference between success and failure. A good leader needs to be confident and solve conflicts between staff. There are 10 leadership qualities that makes a good leader.(Sarmad,Hasan 2017) 
· Honesty and integrity- this means stick to your morals and values
· Confidence- to have the confidence to lead and direct a team

· Inspire others- this is by going above and beyond to complete a task so that the team will follow and work at the same level and be a good role model.
· Commitment and Passion- You will need to show your team the passion you have for you work and job role. 
· Good communicator- must be able to communicate clearly with members of your team and delegate duties effectively.
· Decision-Making Capabilities- You have to be able to make the correct and effective decisions at the right and appropriate manner.
· Accountability- You will need to follow approach. "A good leader takes little more than his share of the blame and little less share of his credit " Arnold H Glasgow.
· Delegation and Empowerment- Take charge and must be able to delegate tasks. Also be authoritive.
· Creativity and Innovation- Be able to think creatively and come up with ideas to improve constantly.
· Empathy- Understand and show empathy with staff when necessary

To become a good leader you must have these qualities to be able to lead and direct a team. If you lack some of these qualities you may need to consider trainings to develop in those areas. Time Management is also a key skill for a leader. This skill is vital in order to prioritise schedule and duties effectively.
Employability skills
Employability skills are similar to leadership skills but focus more on individual skills such as communication skills.  As shown in the well-known and influential model of communication (Shannon, Weaver,1949) a message that has been delivered to another employee will need to contain the right amount of information in order for the task to be completed smoothly. 
Shannon Weaver has 4 concepts in her model.

The first is Sender, this is the person who  makes the message and chooses the channel and sends the message.
The second is Encoder, so this is the sender who uses machines to convert message into signals.
The third is Channel and this is the medium used to send message.

Lastly it is the Decoder and this is the machine used to convert signals into message and translates the messages to signals.

If the person who has received the message is unable to understand the instructions there is a possibility that they have read the message incorrectly. As stated by (Merhabian,1971) 7% of messages are spoken in words, 38% of messages is in the way the words are said, 55% of messages pertaining to feels and attitudes is in facial expressions and body language. 
Another skill that an employer will look for is effective time management. There are many reasons why time management is important in the workplace. A manager would need to assess each workers productivity as they will need to make sure that they are getting the most out of each employee.  Teamwork means being able to work with team effective and this is a key skill. If you cannot be a team player you will have issues in workplace. Problem solving skills is again another important skill as you will always have someone in workplace that needs a problem solved. If you can critically think you can help your team. Being able to use initiative is important to make improvements. Making changes and coming up with plans for improvement. Planning and organising events, developing project timelines and meeting deadlines. Self management is how you do your work and without anyone having to check that it is being completed Managing your tasks well. You should also look to learn and develop new skills to improve your learning skills. It is the managers role to prioritise each task efficiently. By focusing on a high priority task first. 
Many employers will look for skills in a candidate to suit their workplace. A skill that all employers look for is Honesty. If a manager is honest with other employees, they will know where they stand with you at all times. It also lets the employer know that you can be trusted and that if a mistake is made that you will be honest. 

Depending on the field in which you are working, most companies use computers on a day to day basis will ask for IT skills. This will be important as office based companies use Microsoft office on a daily basis to communicate through e-mail. IT skill is important in most employment fields. 
Self-Confidence is an important skill. Ability to understand yourself and have the confidence to lead a team. Think positively and approach your staff to develop. You can encourage your team to be open to you if they notice you do not lack self confidence. It is also important that a leader can work under pressure, be able to motivate other members of the team .Being able to work with people in a team can benefit a specific task that has been presented as you can help each-other to create the best outcome. When your job role presents challenges as a leader, you are required to show other members of the team that you are the type of person who can find a way to persevere through the challenges, able to keep calm and not become stressed or too overwhelmed.   ‘’ Managers are expected to lead their employees, that is, to motivate them to achieve the organization’s goals – quickly and efficiently’’ (Nelson, Economy, 2005)

2.0 Evaluate own employability skills to identify potential areas for improvement and plan improvement accordingly.

Current Leadership Skills

When evaluating my own leadership skills in my currently job role as  Team Leader, there are several skills that I use on a day-to-day basis which show my strengths and weaknesses. I need to improve on my skills to make me a confident leader. For instance, my main role requires accuracy and time management skills which i am good but i do not feel confident delegate duties to my team. Sometimes you have people unhappy because you are delegating duties. I lack problem solving skills so i try to avoid a situation where there is conflicts and confrontations. But skill has to be develop as a leader you must be able to handle conflicts. I believe that Commitment is an important part of leadership as if I am committed to working extra hours to complete the task, employees will see that I am committed and follow my example. I can work under pressure which is my strength and i will go above and beyond to complete my tasks. We do monthly appraisals which then helps us improve and develop. I like to take positive and negative feedback to know how others perceive me and what improvements i can make for myself that will help me in the future. I can empathise with staff when needed. This is a good quality. My staff can approach me and speak to me when they need to. They know i am friendly and will understand them. I don't have any issues with people being afraid to approach me. There will always be people in your workplace who are Threats to your job role and will look for opportunities to tarnish your reputations. As long as you are aware of your job role and you prove to be a good leader no one can take you job.
When a new member of the team joins and starts employment, it is also my role and duty to help, direct and train them. I am required to inform them of what the company does, their values and more specifically what tasks our team deal with on a daily basis. I will also show them the systems that we use and the type of techniques that are useful in order to help them learn. As a leader I make sure I am always available to give any of my team members and staff help with a specific task if they are struggling. I will mentor them until they feel confident in their job role and do what I can to help them progress in their career. 
If I evaluate my own employability skills I am aware that there is room for improvement. I will come up with action plans to help me develop those skills and gain further experience. I also take this opportunity to ask everyone that if they have any ideas or suggestions so that we can improve our daily tasks and keep the staff engaged. I do this as other colleagues have different opinions and work differently to how I do, so I try my best to meet their needs and help them work according the their own preference. I like to keep my staff motivated and positive at all times by asking for feedback so that I can implement any suggestions made. 

Even though there are a number of skills in which I believe are my strengths, I also feel have some weaknesses. One of the weakness is that I lack confidence. If a staff member on my team ask me a question to which I am unsure of, I will do my best to research and find out and even if I still am unable to find the answer i will do my best to direct them to find out. I am getting better in organising my diary as a team leader you will need to know where you are and what you are doing so that you are able to manage and meet all the needs. This does take up a lot of my time however it is a very rewarding job role and I am really passionate and take every day as a new challenge.
Each employee’s skills may differ as everyone is unique in their own  individual way. Different skills can help development in many different ways and we are all able to learn off each other . Employability skills can help you succeed within the company and also in your personal life. Not all employers look for the same employability skills in a viable candidate. 

Action Plan for Improvement

There are many employability skills in which I feel that I need improvement.  Having recently had a performance review in my workplace, I was given some positive and negative feedback. Below is a SMART action plan which contains the three employability skills that I want to work on and improve. 

SMART Action Plan - Jahanara Begum
	Objective

What do I want to do?
	Specific Actions
How am I going to do it?
	Resources required

What do I need to help me do this?
	Date of Action

By when?

	I want to Improve my listening skills.



	Watch Films that model conversation skills

	Listen and concentrate in lectures. 
	  November 2018

	Confidence building
	Confide in other team members, in how they communicate with customers
	Watch YouTube videos and listen to people giving presentations.
	December 2018

	IT Skills


	I will attend course at the Hub
Ask family members to help

	I will need to create time.

Support from family for childcare


	January 2019



Part 2: Academic Skills 

1.0 Prepare an individual reflective submission demonstrating awareness of academic skills required for your learning journey.

This report will contain my learning journey throughout my course in CertHE skills for workplace, demonstrating my awareness of academic skills. As my journey is still on-going I will become more aware of what learning styles suit my style of learning.
I will be using Kolb learning cycle 1984 to reflect on my experience.
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I will be reflecting on  first year of CertHE Skills for workplace. There are many academic skills that I need to develop and improve on. I have struggled with critical thinking and academic writing. I also found searching for the information and then having  to reference was very difficult as I have never done anything like this before. I have now learnt to do this from help from family and my Tutor as a guide. As this is the beginning of my learning journey, there are many academic skills in which I use on a day-to-day basis and some that I have not heard of before. I have gained new learning styles and techniques which I never even knew about. I have recognised what techniques have been helpful to be able to complete my assignment and what techniques have not. I have also learnt what type of learning style that suits me from the assignment on learning style. I now understand I am an Activist and I learn best from doing things hands on and getting personally involved. I have an open mind to learning although at the start I struggled due to family commitments and poor time management. I was very excited to do this course as it will give me a qualification, that can help me progress in my career. All students had access to Moodle but I did not as I was a late transfer student which I was quite disappointed about because I could have researched more and got better marks for my assignments. I was very quiet in class and did not share ideas which I do regret as I was not very confident at the time. As the course progressed I felt nervous to attend each class as other members of the class have strong personalities, again this was due to lack of confidence. As the weeks progressed, it was difficult to understand some of the terminology which was discussed. Once classes had finished for this assignment I was worried that I would not be able to complete the assignment without the support of the tutor on a weekly basis. I had help from other students on the course on things I needed clarifications on, we created a whatsapp group chat where we shared our ideas and helped each other.
I took notes every lesson and used them on my assignment which was very beneficial. After analysing the Kolbs experimental learning cycle it helped me become aware to how this skill can assist me whilst completing my assignment. I did not take information from Wikipedia as this could accuse me of Plagiarism.
There are many academic skills i need to develop. Critical thinking and problem solving would be the main ones. Interpersonal skills and being able to interact with others is another skill i would need to improve on.
We were provided with a PowerPoint presentation each week regarding the module. It was difficult for myself to understand where each presentation fitted into the assignment. There has been moments when i have been struggling with the layout of the assignments and i have been lost for words. I overcome these by going back and looking at the assignment layout and asking Tutor for help when necessary. 
I needed to manage my time better and not procastinate when handing my assignments. All assignments however was submitted on time which was good. If I had researched the assignment topic in depth before completing, it would have taken a lot of pressure of. 

As I have struggled with family commitments in which I have not been able to designate specific times to collect information thought the day. I was unable to concentrate solely on my assignment which has made me feel stressed and nervous.

By using Kolbs’ model, I have been able to understand the importance of reflective learning. It has shown myself that there are areas in which need improvement but by using different techniques or ideas they can be achieved.

I have learnt a lot about myself during the experience.  I have discovered many strengths and weaknesses and now working to convert my weaknesses to strength. A main weakness being that I lack confidence. 
2.0 Evaluate own academic skills to identify potential areas for improvement and plan the improvement accordingly.

Current Academic Skills

When evaluating my own academic skills, I will identify what skills I currently have and evaluate the potential areas for improvement. In fact, there are many skills in which I already have, I believe that the skills that are my strengths are also my weakness as there is always room for improvement. These skills are, Problem solving, Time-Management, Written and oral communication and Research abilities. I have discovered that my weaknesses are managing time and planning and structure. I have the ability to manage time, but I tend to not believe in myself that I am able to undertake the task. By evaluating my own academic skills, this will help me become a more effective learner.

Below is a SMART action plan which contains the academic skills which I would like to improve on by a specific date.

Action Plan for Improvement

SMART Action Plan -
Jahanara Begum
	Objective

What do I want to do?
	Specific Actions
How am I going to do it?
	Resources required

What do I need to help me do this?
	Date of Action

By when?

	Improve problem solving


	Learn from others

	Create a plan


	November 2018

	Critical thinking

	Ask for help
Tutor
	Research online
library
	January 2019

	Continue to update my knowledge and understanding in Skills for the Workplace
	Attend classes each week
	Support from family to attend classes.

Planning the resources needed in class
	End of the current course.

	Presentation skills
	Watch YouTube videos
	Practice in front of Family
	January 2019

	Research
	Learn from others and ask for help
	Hub, Books, Google Scholar
	January 2019


Conclusion

I found this assignment interesting but actually from the action plan i understand that i still have a lot of skills to develop to become a good leader. I have not studied in years which is why i found referencing and critically thinking very difficult. Some of the topics discussed in class I had never heard of before such as Harvard Referencing. 
I did not have a lot of knowledge on the assignment context but after researching i was able to understand the employability skills required for employment. Some of which i already have and i will like to improve on my academic skills to help me progress in my career.
After looking into what employers will look for in a successful candidate it has made me realise that there are room for improvement for me. I understand the employability skills necessary.
I feel like i need improvement on presentation skills. I get nervous and lack confidence. I did 2 presentations throughout the course and i stumbled and couldn't get my words out due to emotions and nervousness. I need to be able to have the confidence to believe in myself and engage my audience. This is something i will practice in front of family and friends to develop my skills. Researching and being able to reference is also another skill i will need to develop. 
This course has made me develop many skills i did not already have. By coming up with action plans and doing SMART objectives i will be able to get to where i want to be in the future.
 I used SWOT analysis to identify my strength and weaknesses. My aim is to convert my weaknesses to strength and Threats to opportunities.
	STRENGTHS
	WEAKNESSES

	Note taking
	IT skills

	Time management
	Procastination

	Using internet to gather information
	Lack of confidence

	
	Problem solving

	OPPORTUNITIES
	THREATS

	Career progression
	Not enough qualifications

	Better jobs
	BREXIT
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