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Introduction:
In this fastest growing world, career for life is just an option. Most of the taking various types of jobs and move to other country for their career. Therefore, we all require flexibility in our working system. Employability is the skill that employer have and this make them employable. It is recognized employability is depends upon skills, way of communication and person. One of the major skill for employability is communication skills and it support to employer to make better relationship. This directly develop the organisation service and organisational profit. This report mainly focuses on importance of employability skills of an employer and make positive environment within an organisation. Communication is one of the important employability skill of a person that established a positive approach with the co-worker.

What is communication?
Today’s knowledge society offers large challenges and huge opportunities in order to gain information and find communication technologies. Communication can be defined as a two-way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information, news, ideas and feelings but also create and share meaning. In general, communication is a means of connection people or places. In business, it is a key function of management-an organization cannot operate without communication between levels, departments and employees.

Positive attitude:
Positive behaviour is more important for any employer, it motivate and support to their employees. According to Hudson et al. (2016), positive attitude of organisational heads helps to motivate organisational staffs and therefore, they able to work collaboratively and deliver teamwork successfully. Any organisation director keep a positive attitude then employee are also making positive approach and share their feelings and opinion about work. 

Organisational skills:

Organisational skills are one of the most important factor for job seeker. It reveals employee capacity, planning and achieve his or her professional goals. Organisational skills are required for multitasking and a business running smoothly. Employer goal is to select applicants who has quality and capacity to handle problem.









Examples of Organisational skills
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Physical organization: Physical organization include so many task which whole rooms, floors and whole buildings. After it goes well maintaining the office. The employees needs tidy and space so he or she can work in flexible work environment. 
 Planning: Without a plan, a goal is only a wish. For any project, planning is essential what resources need and how long project take time, availability of resources and time. A plan should be clear and easier.
Team work: In well-known organisation, they have good and well efficient employees who follow each and every task according to management assigned them. Team working is build relationship with co-worker and deal with multi-cultural people. (The Balance Careers, 2019)


Time Management
Nowdays, managing the time is an essential tool that anyone can develop in order to perform all the tasks efficiently in the workplace as long as personal, family, health and other life activities and experiences. A principle regarding time management is knows as the Pareto Principle, as well as called the 80:20 Rule. This rule indicates that 80% of people’s actions and efforts are generated and produced with only 20 percent of their attempts. The rest of 80 percent of the attempts are produced with only 20 percent of actions and efforts. In every sector, time management is a main tool for completing any job in a given time frame. Has a huge function in improving the capacity to organize, decide, prioritize, plan and guarantee a better output. (Counseling.org, 2019)

To do lists are highly recommended to be done in order to plan a a better time management. A list of activities, tasks, meeting, daily routine should be review and included in the to do lists. Estimating the time required for each activity helps as along as the reservation time for interruptions. A set of priorities should be clearly set, beggining with the most urgent and important things. In the final stage, monitorising the results should start with crossing the tasks already done. 
This plan is needed to be repeated every day and if it is required replanned and assessed until all the tasks are completed. (Promeng.eu, 2019)

The Einsenhower method
From 1953 to 1961, Dwight D. Eisenhower was the 34th President of the US. He served as General in the United States Army and as Supreme Commander of the Allied Forces during World War II before becoming President. He became later the first Supreme Commander of NATO.
Dwight’s role was to manage his choices and to establish a list of priorities in order to perform all task properly.
[image: ]
Fig 1. The Eisenhower Matrix method



Time Management benefits and role
Time management also increases the morality of an individual and maintains confidence in the work process. It has a contribution to the equilibrium between work and life. Individuals who are able to have a good time management, get benefits from both private and working career.

Challenges of Time Management
Time management can involve some negative impacts as well that can occour in the process of working. People find situations when are being distracted by different things from outside such as phone calls, internet, social media, unexpected visitors, meetings, family obligations, dealing with lateness.

Employability skills
The term employability skills relates to the requirements necessary for obtaining, performing and maintaining a work position. 
Although employability competences are classified in many distinct ways, they are usually split into three competences. a) basic academic skills, (b) higher-order thinking skills and (c) personal qualities. Typically, all three skills are split into more extensive competences.

	
Basic academic skills

	
Higher-Order Thinking Skills
	
Personal qualities

	· Reading
· Writing
· Verbal communication
· Listening

	· Learning
· Reasoning
· Thinking Creatively
· Problem solving
· Decisions making

	· Self confidence
· Self- Control
· Social skills
· Integrity
· Honest
· Flexibility
· Team working
· Punctuality




While some entry-level jobs require low academic skills, fundamental academic skills are still crucial for high job performance. They also need to be able to listen to, read and then perform these directions. Potential employees are entitled to answer orally and in writing properly, such as capturing and transmitting information. For staff to do well and to achieve significant progress, the capacity to think, reason and make good choices is essential. Anyone able to think critically, act logically and assess decision-making and problem solving situations is a precious asset (Promeng.eu, 2019).

Academic writing
The process of writing involves four steps. Generating thoughts are meant to be present in first step, second step is used for organising thoughts. Writing a provisional draft in the third stage and final stage is recommended for editing and revisions. 
Step 1. Prewriting. Prewriting method is used to get ideas, inspiration. Listing is a prewriting method by which a document is written on top of the subject and after that a list of different words or sentences are establish. 
Step 2. Organising. Second step of writing process is to organise ideas and establish them into a simple outline. 
Step 3. Writing. A rough draft is recommaned to pe written down in this step of academic writing. Spelling, punctuality or grammar are not necesarly recommended to be taken into big consideration, the main ideas to put down on the paper should be highlighted. Following errors will be later reviewed and corrected. A conclusion sentence at the end is recommended to be written in this stage.
Step 4. Editing, revising and polishing. The process of editing involves correcting the punctuation, checking the grammar. A paragraph is a group of phrases on a particular subject. Together, they present one of the main author’s ideas about the specific topic.

Components of a paragraph
Topic sentence. Usually, the topic sentence is the first phrase of the paragraph and presents the main primary concept. Is recommended to be followed by a presenting good topic phrase which will be further discussed in the rest of the paragraph.
Body of the paragraph. This section contains the phrases that support the main topic. Explications, facts, examples can be included in the body of the paragraph.
Sentences that are linked together. Phases that sustain an idea, are connect each other so can be easily understood. Elements used to create a good link between the sentences are:
· Transitions: phrases or words that have the role to maintain the connection between two or more ideas. Few examples of transitions can include: however, moreover, first, as a result, for instance.
· Pronouns that in the earlier phrase refer to something. My friend used to pick me up from work every night. This gesture created a strong relationship between me and my friend. The pronoun this is linked to the gesture pick me up, and links two sentences.
· Parallelism. The use of comparable components of speech, like verb forms or nouns, in phrases can be referred to parallelism. 
Concluding sentence. A final phrase summarizes and appears at the end of the paragraph.

Paraphrasing
Paraphrasing is the method to express something another individual wrote or said using own words but without changing the meaning of the idea. A reference is also recommended to be provided after paraphrasing. Also to maintain a consistent a manner of the initial text or discussion and prevent long quotes is highly recommended. Following the next steps, paraphrasing should be done in a proper way. 
· Making notes and reading carefully. Is likely to highlight, important words, phrases and terms.
· Finding different terms: synonims, quivalent words and phrases.
· Own view perspective. Optimize and simplify grammar and vocabulary, changing and sentence order. 
· Compare own work to the original. Paraphrasing need to be plan and easy, written with own words and phrases. Own work could result in a shorter number of words but all the required ideas should be included.

Summarazing
A summary is a a short overview of a whole debate or conversation. For instance, in a single paragraph or with a number a bullet points, summarizing is possible on an entire study or discussion using own style and words. Proper use of summarizing and paraphrasing can save time, provide authority and legitimacy to own job. Both instruments are very useful to present the main idea, to accurately formulate the initial communication than it is total significance.

Note taking
Not only for university research, but in day by day life, taking efficient notes is an important aptitude. Effective note-taking gives individual the chance to record important data that later can be developed, combined with own style and used for review. Taking note is an important tool to remember easily the key points, helps to concentrate and listen effectively. Selection of witch notes should be written down is down to individual choices. Note taking can include definitions and new vocabulary, important examples, key concepts and main points, own thoughts questions, references, any other information that might create confusion or unfamiliar terms. The strategy of taking note efficiently can always be practiced and improved, could be called an exercise as well.





Conclusion
To effectively manage an organisation and employ top-performing staff, managers need to create certain employment skills including efficient communication, evaluation and recruitment.
Employability depends on the individual's understanding, qualifications, attitudes, skills the way inwhich these resources are used and presented to employers. Employability assets involve knowledge (what the individual knows), skills (what the individual does with what he knows) and atitudes (how the individual does it).
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