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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

I am going to discuss the importance of academic and employability skills and why everyone needs to possess or learn certain skills in order to progress in their job roles. Different skills help an individual deal with different aspects of a job, as well as help reach objectives in the workplace. There are various roles and responsibilities within each job role that an individual would need to perform in order to achieve their objectives.  I will look at the importance of employability skills, what skills I possess and what I could do to develop new skills. I will then evaluate my own leadership employability skills and investigate what it takes to be a good leader. Lastly, I will determine what academic skills it takes to study at university level and which skills I possess and can develop on. 
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[bookmark: _Hlk36208660]Employability skills are essential skills and qualities that are needed for every job, “a set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.” Yorke, M. (2004) Employability, therefore, is not just about getting a job, it is about a wider set of skills that will enable an individual to be successful throughout their working life.
Studying at university can give you an advantage in your future career, it would give you more opportunities and options when it comes to applying for jobs. You’ll be able to apply for jobs that require you to have certain qualifications and the subject you studied may be relevant. Though, even if you do have the qualifications at the level the employer is looking for, you will probably be competing with several people with the same qualifications. It’s your employability skills and personal attributes that will make you stand out above everyone else. 
One of the main employability skills employers look for are interpersonal skills. Communication shows one’s ability to convey information clearly to your employer, team members and customers. Employers look for verbal, written and nonverbal communication skills. Employees need to be active listeners and be able to understand their employer’s directions as well as their customers questions and concerns. Having good interpersonal skills allows you to emphasise and build rapport with colleagues and clients, leading to a better and less stressful work environment. 
Another very important skill is teamwork, being able to work well with other people is important in almost every work setting. Within most jobs you are required to work in a team and being able to do this well is a vital skill employer’s look for. 
Problem solving and decision-making is also a very important skill, being able to effectively work with your colleagues to identify, define and solve problems, including making decisions about the best course of action is key in most job environments. 	
Time management is an essential skill to have, people who are good at time management are good at getting tasks done on time. With good time management you are also better at prioritising and working out what really needs doing and then discarding the other things.  You’re able to understand that urgent tasks demand immediate attention, and important tasks matter and not doing them may have serious consequences for you and others.
Though not all these skills will be required at all times in every job and day to day activity in the workplace, you will likely need them at some point in your career and therefore it’s important to possess them and to also further your skills. 
After identifying important employability skills, I have made a personal SWOT analysis based on actual experience and self-assessment.
Strengths - I work well in a team and have good organisation skills; Within a team situation I can build on ideas others give as well as give my own thoughts and ideas in a concise way. I am encouraging and positive when faced with a problem, I like to uplift the team. I am organised, I like to make sure daily tasks and targets are set out in advance in order to be time efficient. I have good interpersonal skills; I communicate well with colleagues and my employer. I also like to take my own initiative to complete tasks, I am a proactive thinker and enjoy solving problems.  I am motivated to do well. 
Weaknesses - I sometimes give myself too many tasks and then some of my work may suffer because I run out of time. I can get nervous when having to go ahead with my own ideas because I doubt myself. I can sometimes be indecisive with certain decisions. I can be too friendly which I think can affect my ability to manage employees effectively and I find uncertainty quite difficult to manage. 
Opportunities – I receive support from work so there is training for me to develop my artistry skills and there’s training available monthly for me to further my management skills. I work closely with people who do the same job as me for other brands, they’ve got more experience than me and I can learn more from observing them. I have committed to further study to develop my skills and knowledge on an academic course.
Threats - One of my colleagues has further training than me in artistry and therefore could develop quicker than me in our job roles. Due to recent staff shortages, I'm often overworked or stressed, and this negatively impacts my creativity. The current retail climate has resulted in a decrease in sales. Some stores have closed, and most brands have decreased their staffing. My company is considering further cutbacks.
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1.0  Explore ‘Leadership Employability Skills’ in general

A variety of skills and qualities make up a good leader. In leadership people and relationships are more important than tasks. The main role of a good leader is to motivate and inspire other people to do the tasks well and having certain skills makes a good leader stand out. Leadership is about influencing others to reach formed goals. Therefore, it’s one of the most critical roles in any company. Leadership maintains the vision, values, culture, objectives, and standards for the company.
Being organised and time efficient, by being able to set and delegate tasks so that they’re done efficiently and to the wanted standard are key skills a good leader should possess. In order to be a good leader, it’s important to be able to communicate in a way other people can understand and engage with. Being clear and coherent is very important in order to know everyone understands you. 
[bookmark: _Hlk36208679]A self- motivated leader is someone who doesn’t need any push to want to succeed, ‘to succeed as a leader, you need to be motivated, and no one else can do that for you except yourself.’ (Downard, B. (2017) A self-motivated leader equally affects the productivity of all the team members, they’re able to not only motivate themselves but everyone on the team. A zealous and passionate leader will create an environment of excitement and motivate the team members for delivering their best. 
A good leader puts a lot of effort into building the best team around him or her, it’s important to have a team you can trust, and you need to be able to depend on your teams’ support. ‘Effective leaders have the ability to communicate well, motivate their team, handle and delegate responsibilities, listen to feedback, and have the flexibility to solve problems in an ever-changing workplace.’ (Doyle. A (2019) A good leader can adapt to all work environments, no matter the pace on the change.
A good leader is accountable, for all outcomes good or bad, they do not place blame when things go wrong nor do they blame things out of their control. With the right skills and training, anyone can step into or progress on to a leadership role as long as they are determined. 
There are four different styles of leadership: Autocratic, democratic, laissez-faire and paternalistic. Laissez-faire leaders provide support and guidance when employees need or ask for help, but for the most part focus their leadership style is based on employee independence. This can increase job approval for the employee but may affect productivity if the employee is unmotivated or unable to manage their time well. An example of a successful leader that has used laissez-faire leadership style is Warren Buffett. He has been highly successful in his ‘hands-off’ management style, though in many cases it shows low productivity, ‘In Buffett’s case, however, this oft-maligned leadership style has had positive effects; by allowing his managers full autonomy, he has created an atmosphere where his employees feel confident and motivated by their extreme latitude (Stern G).’ Warren Buffet chose highly motivated and skilled managers to operate his businesses, he chose wisely who to put his trust in so that he could give them the autonomy to be successful.  
Autocratic leaders are basically opposite to laissez-faire leaders because they rarely seek input or opinions from their employees before making decisions. Employees therefore find this style of leadership unmotivating and demoralising if it is used on a regular basis. This leadership style also has an increased turnover with employees. 
Democratic leaders are the opposite of consider the opinions, experience and knowledge of their employees when making decisions. They also encourage creativity and innovative thinking. Therefore, democratic leaders have higher levels of job satisfaction and productivity, as well as a decreased rate in staff turnover. 
Paternalistic leadership comes from the concept of a family unit, where the leader is expected to protect its team members, this style is popular in Asia. Key characteristics of paternalistic leadership are compassion, good organizational skills, decisiveness, empowerment, and influence. Compassion is essential to increase employee’s loyalty; this style of leadership is all about making people feel valued and comfortable. “A leader is the one who sees more than others see, who sees farther than the others see, and before the others see.” (Leroy Eimes. 1975) 
When you have talented and effective leaders you see the performance and productivity of your entire team improve.

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

To be successful in my career I want to focus on developing my leadership skills.
Effective leaders can add value simply by being present on teams. They are inspirational and motivating. They know the right things to say to people to help them understand what's needed, and they can convince people to support a cause. I have extensive communication skills that I’ve developed while working within teams throughout school and my job. I have good organisation skills; I can set targets and tasks for me and my team every morning before the workday starts. I like to set out business plans and targets at least a month in advance so that my team is aware of what is going on in the business. 
The ability to learn and adapt is a strong skill to have as a leader, I feel like in my workplace I do adapt well to situations whether they’re negative or positive. I like to be the one that uplifts the team at times of uncertainty. 
Motivation is very important for any good leader in the workplace, if you are not self-motivated then you would not be able to motivate your team. I like to encourage my team to take responsibility for their successes no matter how big or small. I think it’s important that your team knows you recognise the good work they are doing. I make sure I acknowledge the success of employees and recognize their contributions; this motivates and encourages the team.
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· Communication
· Teamwork
· Organisation skills
· Good time keeping
· Active listener
· Using own initiative
· Self-motivated
· Ability to learn and adapt
· Problem solving skills
· Numeracy
· Valuing diversity, 

[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 develop my problem-solving skills






	I can already solve problems within a team setting
	I am not as confident solving work problems by myself  
	By first brainstorming ideas and then defining the problem and analysing

	Improve in giving and receiving feedback 






	I am able to give positive feedback and constructive feedback
	I am not very confident giving negative feedback
	By setting up monthly reviews, setting targets and then reviewing performance

	Improve organisational skills
	I can plan my work to meet deadlines and targets
	I can sometimes give myself too much work to do 
	Delegate tasks and change plans if I run out of time
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	[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?

	Become a better problem solver
	To properly analyse any problems that may arise in my job role
	I will identify my success by keeping notes of each problem that arises, and then having an evaluation with my department manager to see how I successfully dealt with these problems 
	To check back once a week 
	I will need support from my department manager and my team members 

	Improve in giving and receiving feedback
	I need to re do the ‘Feedback’ training module in work with my area manager
	I will set daily targets and then give feedback on these weekly with my employee, also a monthly review 
	By the end of each week. And once at the end of the month
	I will need the support of my area manager and the support of my team member in order to be successful

	Improve organisation skills
	I need to set out tasks daily to myself and also efficiently delegate other tasks to team members
	I will identify my success by daily tasks being completely well and in a timely manner
	I will check back on each task daily 
	I will need to be organised and check in on all tasks, I will need support from my team

	Develop artistry skills
	I will take the intermediate artistry course in work again 
	I will identify my success by getting through to the next round which is for the advanced artistry
	The intermediate course needs to be done by next month 
	I will need the support of my area manager to put me on to the course and to then support me
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Part 2: Academic Skills 

Academic skills are a collection of study habits, learning strategies and time management tools, that help a student learn and absorb information in their lessons. These skills don’t only benefit the students while in college and university but are also of value in jobs, for example, being able to balance multiple demands at once. 
Academic skills are unknowingly learnt from a young age in school. Mastering good habits in school, college and university have profound effects after graduation. Much of what is needed to succeed in school is needed to succeed in your career. 
Studying and developing academic skills is important because it is essential when it comes to developing a complete education, it also teaches self-discipline.  Good study habits build academic skills. Literacy is an important core academic skill; it has a great impact over how a person expresses and presents themselves in an academic environment. Note taking may help improve academic skills. Teachers will often include academic skills in their lessons to assist students with mastering certain concepts.
Students need to be dedicated to their studies in order to succeed, if they are not then they will lose interest in their studies and won’t do as well. 

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
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Academic skills are important to have to be able to study at university level. Time management, personal discipline, and the ability to complete multiple tasks simultaneously are all keys to good work ethic, and are the building blocks of most required job skills. 
Motivation, dedication, commitment, flexibility, and the ability to prioritise tasks are all key skills. Students need good communication skills to communicate with peers and tutors. They need to be able to express their thoughts showing critical thinking during class discussions and show cultural sensitivity when conversing with peers. 
Written communication is also a primary academic skill required for university because students must know how to express themselves in writing. For example, students are required to write assignments, presentations, research papers and case studies at all different levels. Essay writing is a vital skill for university level study, though some skill would have been learnt in school, university essays are more challenging. They require more research, with a higher standard of academic exploration.  
Essay writing is also something students improve on while studying. Being skilled in note taking can help a student with essay writing, whether it’s in a lecture or doing independent research, it’s important to get all findings in neatly together and to make sense of them.
To improve academic skills students can get help from tutors and take advantage of the resources available to them. 

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 

I am going to reflect on my own academic skills required for study. I will use a reflective model to discuss this, I have chosen Gibbs model of reflection, and this model includes the following: description, feelings, evaluation, analysis, action plan and conclusion. (Gibbs 1988) The first stage of Gibbs (1988) model of reflection.
There are multiple academic skills one can develop and learn, the most important being motivated, time-management, written communication, essay writing and note-taking. I feel like I am motivated to do well; I want to succeed in my course, and I feel like I am confident in my time-management. I can plan out my study time efficiently so that I am prepared for my lectures, as well as my assignments. My written communication is at a good level because I have studied at level 3, I am confident writing my opinions and findings. I feel nervous when it comes to essay writing because I haven’t done it in a few years so I’m out of practice. I am also not as confident notetaking; I feel like sometimes I can miss important information, or I write down information that isn’t necessarily needed. 
On the positive side I am able to develop my essay writing skills now that I am studying at a higher level, it requires me to write essays. Also, now that I’m in classes, I am taking notes every lecture and I make sure I am thinking before I write everything down. On reflection I realise I am able to get better at essay writing and notetaking, I will make sure I plan out my writing first by using mind maps, I can also ask for help from my tutor. 
The course I am studying has given me a great opportunity to develop and understand my academic skills. I know my writing style will improve by doing my assignments and reflecting on each one and where I could do better. Also using different tools available to me is essential to the development of my academic skills. Feedback from my tutor through discussions and results from my assignments will enable me to recognise my strengths and weaknesses. I’ll be able to identify any errors and key points in comments from my tutor and learn from them.
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[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?

	Develop networking skills






	I feel comfortable approaching people
	Speaking with relevant people who could be future employers
	Do more research to identify relevant people

	Be more disciplined in time-management 






	I am organised
	I need to be more disciplined with my time
	understand your priorities and ensure you make enough time for tasks

	Develop my written communication
	I can express my thoughts and findings 
	I would like to develop my vocabulary and writing skills
	Use articles from good sources, be skilful at analysing these texts

	Computer Skills
	I can use word documents and excel 
	I would like to develop my IT skills, to be able to use more programmes
	By setting myself tasks on different IT systems to complete
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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?

	Be successful at networking
	Have the confidence to approach and speak to the relevant people
	By building my contacts for my studies and/or employment
	Through the course of my studies and work 
	I will use linked in and contacts I already know for guidance. I will also use social media, and conferences

	Excellent time-management, self-efficient
	I need to be more disciplined with my time, set out daily tasks every day and be specific
	By completing all tasks, I set myself
	End of the month I’d like to see I’ve been able to complete everything I’ve set myself
	I will use daily planners and reminders

	Develop my written communication skills 
	To improve writing skills, read and analyse articles in reputable newspapers and journals
	I will identify my success by seeing better results on my written assignments
	By the end of each module
	I need reputable newspapers and journals. Help from tutor 

	Develop my IT skills
	To be confident using all IT programmes, digital tools and technologies
	When I can use all IT systems confidently
	At the end of the term 
	I will use computer resources, and tutors for extra help
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In conclusion, employability and academic skills are very important, to not only education but stay with you on your career path and everyday life. There is no doubt that students that leave with a degree will gain an excellent starting point, since a good degree can open the door for various jobs. Though, a degree alone will not guarantee success. Employers are looking for people that stand out and can bring something different to them, a person’s employability skills will make them stand out. 
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