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One of the main parts of employability skills is time management; what are time management skills?

Time management skill one of the important skills which going to makes huge difference at your workplace.

If I want to describe time management for my personal life and managing my assignments, I always try my best to finish my tasks on time. I believe having a good plan makes your life easier and free of stresses. 


the most important time management skills include:

1 organization 
Being organized going to help you to sort out your duty on time. Staying organized useful if you want to be up to date, sort out problem easily and having non stressful environment. 


2 Prioritization

[bookmark: _Hlk90294416]Mangeing all responsibilities as priority is main point of being a good manager. As manger you can control, time, duration of each task and the speed of each duty. Prioritizing each task to finish quicker or longer. you might prioritize your tasks starting with the most time-sensitive, or a combination of both. 

3 Organisation
Good organising talent is excellent planning. Organizing skill include managing appointments, checking the calendar often, and making note during meetings. The more you will be organised the easier the tasks will be.

4 Communication
The stronger communication it makes the tasks easier. Successful communication skill can help you to let your teamwork to know about timeline and any other expectation from your worker. A good communication going to allow your colleagues to sort out the challenges and supporting your timeline as well as your expectation. 



Delegation
When you can delegate a bit of censorious tasks you can concentrate to important and urgent tasks. Learning about time to delegate tasks it is difficult to find the right person to be suitable for each task. If you good enough you could refer tasks to specialist who can do a good and fast more than you can imagine (Keiling, 2021)

Explain how you are developing the chosen skills and the tool you are using. Examples of such tools are: 4D for time management?
[bookmark: _Toc90386227]How To Use The 4 Ds of Effective Time Management
Do 
If you are serious in a task or any duty in one minute twenty second you can write an email, make a quick phone call do a report and so on. The whole point of a successful task is to do it and finish it up it doesn’t not matter how long it will take. If time take you more the one minute twenty second and you still need more time work on this task alone for 30 minutes or until you complete it. You have to remember lots of task  can be challenging that’s why you need do it on time.

Delete
Delete is one of those option it is more use by writer also one of the easiest of the 4D. delete is that tool when you don’t want to do much of the task you can delete it.
When you get some information and email it is the easy option you can delete without opining or reading, for example: an email you don’t need to read if it is not important before opining you can delete it. delete is one of the simple activity which useful at daily basis and usually using after do when you done a writing if it is not write you can delete.
If you're still unsure, the next D can help.
Defer
Decisions are tough.
To defer means saying, "Not right now" rather than, "Not ever."
It usually happens in a week or two but still it is possible you can get ask from a colleague or company do finish it up by end od the day.it will be helpful always think about it any being ready for any challenge.
For example, when I get an email that takes more than two minutes to deal with, I drag it to a folder in Outlook or Gmail called Action. Also, a do list 
Making the tasks easier to you, you are aware of the urgent tasks what you will need to do first, second and so on.
Delegate
If you're new to delegation, you might find it disconcerting when the results are somewhat different than when you complete the work yourself.
If you want your delegation, be successful, make a draft breaking down the task one by one and the check the outcome. The better checklist the better the quality your task will be but for small task you don’t need checklist.
Instead, consider if your time is spent more effectively by delegating or doing. For example, you might want to delegate paying a supplier and prioritize phoning an unhappy customer (Collins, 2018)

Examples of Time Management at Work

At this list you can find excellent example of time management.
Making plan to change some situation
Finding the easiest way to sort out the tasks 
Aways asking for help when you need it
Doing the challenging task when you have more time
Managing the time how to spend
Making duty plan for each day week and month 
Giving more advice for new staff
Taking care of yourself 
Avoid time wasters (DOYLE, 2019)
[bookmark: _Toc90386228] Digital skill

When we are talking about digital skills it does not explain only a successful technology. They also include the amount of understanding, values, attitudes, regulation about ICT.at the same time they are thinking of data and managing through the help of technology. a company has a close relation with a weak digital skills and problem of getting job. When it is comes to find a job, digital skills are countable.
Digital skills allow us to:
Saving time and money. This is means to finish the task before the deadline at same time we can pre-set quality, making things ready, keeping in mind the actual investment. understanding the benefit of digital Technique for example laptop, smartphone, iPad and so on.

I find Digital skills are very useful in my life it is making everything easy for me such as, time, money. The benefit of joining this course I learned different type of tools like, Microsoft word, PowerPoint excel and Microsoft form.at this course we had a presentation about digital skills which again I teaches me a lot of new information. In the past I had very difficultly to sending emails when I needed. Now I know how to work in live document shares and download documents new digital tools to complete my work and sort out any feedback from students and teachers. I do realise in such short time I learnt how to use draft, add page number, insert tables contend, and make line space (Iberdrola, 2021)

Job adverts can help us to measure the demand for digital skills
if you want to know about demand for digital skills you can always check the advertising for jobs.
By researching about online jobs, you can find out about labour market and provide lots of granular data then skill review as they give chance to worker to express their needs.
The data which is used for survey it collected between 2012 and 2017 by Burning 
Glass Technologies, a labour market analytics software program. You can advertise digital skills and extracted skills as well as 11,425 unique skills mentioned across all job adverts.
At is subject “skills” is a main part of which is belong to all workers including all understanding and ability (The content team, 2019).
Digital skills can increase revenue and build relationships
A business can grow better day by day and build a good relation between organisation and customer with an excellent digital skill team. An online company must have good and on time response to increase amount of customer. A good customer service makes good relation between company and customer.one of important point for a success business is about building relationships with customers and clients by responding to their expectation. Online company always should be at contact with their client through emails, social media, mobile apps and so on (Djumalieva, J).
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Teamwork skills is one of the most important powers you can have when work as team. When you’re not good enough to communicate or negotiating it going to be challenging when are a team member. Being a good teamwork, you always must respect other’s opinion listening to each other and being responsible.

Here is the list of a successful teamwork
Why are teamwork skills important?
At any time, any job you might be asked to work as team. Being responsible, patient and honest can help you to performance better as team member. As good team member you always can bring positive energy at your workplace. It can also help you to build better experience and learning new skill when you working as team.

You will be required to work alongside others in every industry at every level in your career. Doing so in an empathetic, efficient and responsible manner can help you accomplish career goals, grow your resume and contribute positively to your organization. It can also help you build rapport with others. Building rapport can lead to deeper working relationships, new connections and possibly new opportunities.
A tip of teamwork skills 
Teamwork skills are a group of people who are work in a period and build their skills. Only there are some rules you should keep in mind, and you can be a success teamwork member.
During this model I had the chance to work in teams. I had not that confidence before to share my opinion in a team. Joining this course give me the chance to communicate with different people and sharing each other idea. I realise how listing important when you are working in a team. When you are working in a team you should listen each other and respect each other work.one of the important thing in teamwork is trusting to each other. When we had presentation in the beginning, we all use to struggling we did not know how to get in touch together as group till we learnt to create a group on wats and communicate with each other.one of the challenging task as group work was to meet up at Microsoft team. At time that no body know how to use Microsoft team but having a good team member helping each other’s giving advice, sharing ideas, and listening to each other helped us to sort out our problems (Keiling, 2021).

Building teamwork skills in school will help you:
becoming confidence and sharing your idea
having good listing through others
making a positive environment and good energy during any project 
support those who need helps and follows the instruction from leaders
always being responsible at each task 
you can improve your teamwork skill at each task
always achieve your goal never given up
communicating and listing with everyone 

being an excellent teamwork, it will give you good opportunity at your career as well. 
People can feel the positive vibes and positive energy at your workplace, which is very important at a company goal.


How would you define teamwork?
Teamwork requires everyone should work at peaceful and positive environment. Working in a team you need trust each other and making good relationship. When you work in a team Mabey sometimes people can not being agree with each other opinion, but the respect always should be there.
What is your idea? What do you think is valuable at teamwork? 
For example, with real teamwork we need to see good attitudes and behaviours such as:
Trusting to your team members
Always ready to help anyone asking for
Sharing each other idea and listing to each other 
Good energy and positive environment 
      All team members follow the leader instruction 
 Building each other confidence 
Always communicate (The Happy Manager, 2021). 




[bookmark: _Toc90386230]conclusion

At conclusion I want toad my idea and experience about importance of time management, digital skill, and teamwork.

If I want to describe time management for my personal life and managing my assignments, I always try my best to finish my tasks on time. I believe having a good plan makes your life easier and free of stresses.

 I find Digital skills are very useful in my life it is making everything easy for me such as, time, money. The benefit of joining this course I learned different type of tools like, Microsoft word, PowerPoint excel and Microsoft form.at this course we had a presentation about digital skills which again I teaches me a lot of new information.

Teamwork skills is one of the most important powers you can have when work as team. When you’re not good enough to communicate or negotiating it going to be challenging when are a team member. Being a good teamwork, you always must respect other’s opinion listening to each other and being responsible.
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