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In this assignment, BMSK4001, I am going to explore and evaluate my academic and employability skills. With no experience in a manager or leadership role, it will be interesting to learn where I am at and where I will need room for improvement.
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1.0 Explore ‘Leadership Employability Skills’ in general

Employability skills
This report will explore leadership employability skills in general Employability skills are skills that employees need to make themselves more employable. These are often called ‘soft skills’ which are added to the ‘hard skills’ a candidate might have that are specific to the position (technical skills, knowledge etc.) These soft skills will make them stand out and be ‘a cut above the rest’. 
In the modern world everyone is seeking to improve, always trying to be a better version of themselves and to achieve personal success and there is never a time limit on learning new skills as there is always room for improvement. 
Anyone can learn a new skill if they are willing to and an employee would be more desirable if they could learn new skills faster than their peers. A journal reviewing the significance of employability skills, (Rajasekaran, 2018) investigates the different skills needed for successful employment. 
Although Rajasekaran is talking about what students need to acquire employability skills, it is also relevant in the workplace. The skills students learn to become successful in their studies could also determine personal and professional growth.   
The journal article explores a number of different employability skills, such as communication, teamwork, emotional intelligence, (EQ) - see Appendix 1, problem solving, interpersonal and entrepreneurial skills. These all fall into the category of 'soft skills' for example Time management, analytic skills, self-evaluation.
As discussed earlier, in order to become highly employable, a broad mixture of soft and hard skills would create an appealing candidate to a potential employee. 
Soft Skills can be defined as transferable abilities that are not unique to any job whereas ‘hard skills’ could be floristry, marketing, operating machinery, databases and so on and are easily measurable.
 In her podcast on Interpersonal Skills, (Schriek, 2018) suggests that one of the leading soft skills we should master to become not just an excellent employee but an efficient leader or manager, is our interpersonal communication skills and we should be consciously aware of other people's religion, values, beliefs, attitudes and diversity.  
There are also other layers that we need to be aware of such as non-verbal communication, for example, body language which doesn’t lie.
Studies have proved that human interactions prefer face to face encounters because people prefer to see facial expressions.   
Leadership employability skills  
However, when it comes to looking at employability skills for leaders and managers, it is important to note any differences or extra skills that may be needed. 
To work towards mastery of these skills as well as gaining credible respect from employees, it could be argued that respect is earned, not just given. 

The team might respect the leader’s work habits and intelligence, but there is more to respect than that as we should treat people how we would like to be treated and be mindful of other people's feelings, not just our own. 
Kohen's paper on the emotionally intelligent manager (2006) suggests that the four essential emotional skills of leadership require six principles of emotional intelligence. He proposes that Managers should: 
1) identify how the key participants feel, themselves included   
2) use these feelings to guide the thinking and reasoning of the people involved   
3) understand how perception might change and develop as events unfold   
4) manage to stay open to the data of senses and integrate them into decisions and actions   
Ball and Carter (2002) suggest that charisma could be added to the above "The initial expression for the charismatic was to set apart ‘’the standard men to somewhat superhuman or at least with exceptional qualities.’’ There is more to leadership than Power, Resistance and control it is the quality of being able to attract, charm and influence those around you. A good manager should be able to remain a neutral mediator and in conflict, should be able to take onboard two sides of a story; it is all about listening and understanding the needs of employees and not causing future barriers or resentment. Excellent communication skills will always be appreciated, as long as assertiveness is presented in a way that others can understand and respect it will be an excellent start to successful negotiation, with the outcome that will leave everyone feeling that everybody is a winner (Schriek, 2018).  
According to Stephen Covey in his publication 'Stop wasting time' (1989), the key in time management is to keep crises and pressing problems to a minimum and to eliminate as many urgent but not essential, activities as possible.
Covey’s theory is that the most productive people are not problem minded and he devised a system in which he categorises managers into First, Second, Third and Fourth generations, with the fourth being the most effective. He went on to create the Time Management Matrix, a quadrant that allows for prioritising tasks regarding the importance and urgency that will help to decide when the job should be done or even postponed.   
· Quadrant 1  
· Quadrant 2 
· Quadrant 3 
· Quadrant 4 
The Time Management Matrix is a helpful tool to prioritise tasks in order of importance to avoid wasting time on less important jobs.
                     [image: ]
(Appendix 3)
In another publication written by Covey 'Stop the clock' he recommends that in time management "I will not be governed by the efficiency of the clock; my conscience will govern me. Because my conscience deals with the totality of my life, it will help me make wise decisions." (Covey, 1994). As mostly we want to minimise pressure and maximise our pleasure, Covey rightly said, “The key is not to prioritise what’s on your schedule but to schedule your priorities.”
If you want your business to grow and become an effective leader or manager, you should learn to network effectively there are three types of networking face to face, online and by telephone and 'it is not what you know it is  who you know.' networking effectively, can help with career progression, develop ideas, create a better future or just make new friends according to (Schriek, 2017) in her podcast to develop the skills of networking you should start small and local and always be on the lookout for networking opportunities you get one chance to make the right first impression networking done right can make the difference in a business or career going places,  confidence is critical, and it is best to avoid any conflict if possible (Schriek, 2017) describes it is best to walk away however we need to identify the gatekeepers those who will open doors and lead to opportunity.
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“’Steve Jobs is a classic example of someone who learned to lead despite not being born a natural leader. After starting Apple Computer with Steve Wozniak in 1976, he was fired by the board of directors in 1985 when the company was facing intense competition and internal disagreement about the future direction of the business. Later, after founding Pixar Animation Studios and NeXT Computer, he was eventually rehired by Apple in 1997 as CEO and went on to develop the revolutionary iPod, iPhone, and many other products.’’
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1.2.1 Current Employability skills

I currently work for Swansea bay homecare service providing essential care in the service users own home, and I carry out tasks of personal care and administration of medication which would make me responsible and trustworthy.
The most critical soft skill a career would need is excellent communication skills alongside a positive attitude, proper time management, flexibility, teamwork and work ethic. Due to the nature of my job empathy and diversity are vital qualities of a kind care worker as we must gain the trust and confidence of our service-user I do feel that I hold all of these qualities.  
Although I have never worked in a manager or leadership role, I have taken several quizzes to get a better understanding of how employable I am and where I am at with leadership skills some would categorise five essential leadership skills such as communication, motivation, positivity, creativity and the ability to offer useful feedback after completing the quiz how good are your leadership skills on mindtools.com my score for self-confidence was five out of ten, I am fully aware it will be my confidence is what I need to work on the most to become successful, My score for a positive attitude and  outlook was eight out of ten if I can hold on to the positive attitude that will help build confidence however it is about developing a strong sense of balance realising setbacks can happen, and it is about how you deal with them that counts, with the score of four out of ten for emotional intelligence (EQ) I was quite surprised at this I felt this would have been one of my more robust points I now realise it is one I will need to work on.
                 [image: ]
 In an article, I have read leadership.com (2020) The article spoke about the four significant leadership styles pragmatists, idealists, stewards and diplomats upon taking the quiz my outcome was I would lead with a diplomatic approach "Diplomats prize interpersonal harmony. They are the social glue and affiliative force that keeps groups together. ''Diplomats are kind, communicative, and giving, and typically build deep personal bonds with their employees. They're often known for being able to resolve conflicts peacefully (and for avoiding disputes in the first place)''. 
One of the main characteristics of the diplomatic leader is flexibility in our modern culture, and the diplomatic style requires you to analysis situations before attempting to diagnose a problem.
The goal of the diplomatic leader isn't to get someone to agree with them. It is to decide. which is the best interest of their team and company
I agree with this result. I feel I have many traits of the diplomatic leader. I think the relationship between an employee and a boss is significant. And respect both ways is crucial.
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	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?

	
Build confidence to speak to an audience 



	
I am attending university to improve on all skills 

	
I lack experience with public speaking 
	
Practice public
Speaking 
Relaxation or mindfulness course 
Know your topic

	
Work on interpersonal 
Skills 



	
Attending class will help to improve on   communication skills 	Comment by Guest User: talk abou which skills you already have - you can explain yourself quite well but lack the confidence to speak up in class 
	 My confidence and communication skills could be a potential barrier 
	 Build up my confidence 


	
Writing a professional report, 
Learn to use Word effectively  
	
I am learning to write university level assignment 
	
I lack Professional writing skills, I do not enjoy reading 
	
Practice 
Grammar check 
Dictionary.com
Thesaurus.com
Excel 
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	[bookmark: _2s8eyo1]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?

	Communicate with confidence 


	Realise my self-worth, be more vocal in the classroom 

	Passing this course 
	At the end of BMSK4002
	Mindfulness classes 
Meditation 
Know your topic

	Build confidence to network  

	Attend networking 
Events 
	Look out for networking opportunities.
	On-going progress 
	Friends 
Work mates 


	Present to the team
	Join in group discussions and build confidence 

	Passing this course 
	At the end of BMSK4004
	Uni lecture 
Mindfulness classes 
Meditation
Know your topic 
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In this part of the assignment, I am going to evaluate my academic skills and if I were to use my traditional approach, I would be using this section to put myself down, as I did not finish comprehensive school with any formal qualifications.
Even though I have gone on and completed several courses, none of them were academic, for example, hairdressing and floristry.
 I feel I have always been a hands-on type of person and this as shown in both my employment and educational history. On completion of my first assignment and completion of the VARK questionnaire with my scores coming out as V4, A11, R/W1 and K8, it gave me a better understanding of why I did not fully enjoy academic learning with a score of 1 for read/write.
 In my opinion, the ability to read and write is the most significant part of becoming a successful student because on starting this course, if I am totally honest, I did not know how to fully use my laptop as I had not used one in many years.  I haven’t needed to use one with smartphones being able to do almost anything, so before starting this course I would say I had very few academic skills.
It is not that I'm not intelligent - I know this because I am three assignments deep into a level four university course and I can feel myself improving on a daily basis.
 I do not feel overwhelmed with the assignments and as the saying goes, practice makes perfect and I am more than willing to learn and better my education, I have completed a SWOT analysis of my academic skills - see Appendix 2. 
My evaluation of my academic skills is that I have improved 110% on all academic tasks including professional writing, digital research, Harvard referencing, paraphrasing and citing, using office software and Moodle.
If you change to a growth mindset instead of staying on a fixed mindset, anything is possible. Anyone can learn a new skill if they want to. I am always looking to self-Improve and am extremely motivated. As described in my gap analysis; there are several options of help available to all university students, for example Moodle, study skills and the University lecturers.
Alongside my university studies, I attend kundalini yoga; I have Bioenergy healing. I meditate regularly, all of which is helping overcome my feelings of self-doubt and in turn building my confidence with my university work and everyday life.

                [image: ]
2.1.1 Current Academic Skills
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	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?

	
Improve professional writing and IT skills





	
I am building confidence with writing assignments and have improved with IT skills 
	
I lack 
Academic skills 
And lack Experience with IT skills 
	
Attend all lectures
Study skills
Library 
Moodle 
Grammar check
Dicirionary.com
Thusorus.com

	
Improve 
Paraphrasing and citing 

	
I am better at paraphrasing and citing than when I first started the course 




	
I lack any experience with paraphrasing and citing prior to this course 
	
Attend all lectures 
Study skills
Library 
Moodle

	
Research with confidence
	
I am constantly trying to self-improve 



	
I do not enjoy reading 
	
Attend all lectures 
Study skills 
Library 
Moodle 
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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?

	Improve Professional -  writing and IT skills 
	Continue with assignments always looking for areas that needs improvement   
	Passing this course 
	At the end of BMSK4001
	Uni lecture	Comment by Guest User: dont just give one time frame and resources for each goal. Try and vary it a bit. 
Moodle 
Library 
Grammar check
Dictionary.com
Thusarus.com 

	Improve paraphrasing and citing 
	Keep practicing  
	I will see an improvement after every assignment  
	At the end of BMSK4001
	Uni lecture
Moodle 
Library 

	
Improve on Harvard referencing 
	Refer back to the Harvard reference handbook   
	I will see an improvement after this assignment 
	At the end of this course 
	Harvard reference handbook 
Moodle
Library 


	Research with confidence  
	Keep using the library and resources available to me  
	Passing this course 
	End of this course 
	Uni lecture 
Moodle 
Library





Conclusion

Upon completing the BMSK4001 academic and employability skills assignment is that after research in the library., some online research and taking several quizzes to analysis where I am with my academic and employability skills I was able to evaluate myself and figure out my areas that would need some extra work alongside the quiz taken in the assignments BMSK4005 Professional career development, Honey and Mumford's learning styles and the VARK learning style  quiz  I am learning who I am and what it will take for me to succeed, the Honey and Mumford quiz showed I was an activist learner. In contrast, the VARK learning style  quiz showed that I did not enjoy reading giving me a score of R1 upon taking these quiz I can understand myself a lot better and I can identify the best learning and approaches to become a better student and employee with the potential of becoming an efficient manager.
The conclusion made me feel a little bit outside my comfort zone because academically I have no skills I did not leave school with no formal qualifications I have completed several college courses for hairdressing and floristry but nothing academic again after taking the Honey and Mumford's learner style quiz I understand why it was always jobs and learning that was hands-on rather than academic.
With employability, I have only ever worked in my family's fast food restaurant or as in a careers position. However, with everything that's going on in the world at the moment(covid-19)  for the first time as a care worker  I have realised that we are as crucial than any other job role I am feeling proud to be one of the essential Keyworkers with care workers always being looked at as undervalued job roles it is nice to see a change in attituded toward us, I have never held a manager or leadership role in a job this is why I am the course to improve on all skills and work towards that job title, I would love to become my boss and have a flower business.
I have concluded that it is never too late to start over and better your education or job prospects someone with the least experience is capable of improving all it takes is motivation, and anyone willing to learn a new skill can learn a new skill. 
My action plan for this is to continue doing what I am doing. I am incredibly proud of how far I have come since starting this course.
I feel that I have improved in all areas before starting the course I had forgotten how to use a laptop I had never used Harvard referencing. I rarely need to write physically outside of university classes.
I feel like I am continuously overcoming long life barriers my main goal is to work on my confidence and self-doubt. They have always been the barriers what have held me back in achieving my best, and full potential I still feel I lack experience but attending this course is helping me improve and giving me indications of the areas that need the most work.
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https://theindiantelegraph.com.au/intellectual-quotient-vs-emotional-quotient/
“Your EQ is the level of your ability to understand other people, what motivates them and how to work cooperatively with them’’
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‘’Knowledge management is the process of creating, sharing, using and managing the knowledge and information of an organization. It refers to a multidisciplinary approach to achieving organisational objectives by making the best use of knowledge’’
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1834 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)

53- Excellent! You're well on your way to becoming a good leader. However, you can never be too
90 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 below to start)
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DIPLOMAT

Diplomats prize interpersonal harmony. They are the social glue and
affiliative force that keeps groups together. They're typically kind, social,
and giving, and often have deep personal bonds with their employees.
And they're often known for being able to resolve conflicts peacefully (and
avoid them in the first place). Working for Diplomats is often more fun and
social than working for other leaders (especially the Pragmatists).
Diplomats put less emphasis on challenging their employees than they do
putting their people in positions to succeed and leverage their strengths.
Diplomats work to avoid having people feel uncomfortable or anxious.
Traditional measures of employee satisfaction are often very high for
Diplomats. For the appropriate people, it's a great situation. Famous
Diplomats include Mohandas Gandhi and Sheryl Sandberg (COO of
Facebook).
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SWOT (academic skills)

STRENGTHS
Always looking to self-improve

Motivated
My academic skills are greater from
when | started this course

WEAKNESSES
Lack of confidence

I left school with no GCSE
There is a big gap from previous
education

Lack of experience

OPPORTUNITIES

Complete this course
Go on and do level 5
Build confidence in the classroom

THREATS

Lack of Confidence
Self-doubt
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