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Introduction-  

The following report will explain about the contemporary techniques to improve workplace 

efficiency and employability. The contemporary techniques will be defined in short. The 

techniques which will increase liability and work efficiency will be mention such as the 

techniques like track time of the, taking frequent breaks, set commitment to deadlines, avoid 

booking unproductive meetings, and many more will be discussed in the report. The secondary 

and primary research on the virtual learning will be conducted and all the research study will 

be explained in detail in the given report. The report will also explain the competence in 

workplace data handling. The workplace competency will be explained in detail and along with 

it the benefits of workplace competency will be mentioned.  



 

4 

 

 

Evaluate the appropriate use of contemporary techniques to improve workplace 

efficiency and employability.  

Every business should have the aim and focus to their goals (Bocken et al., 2018). To achieved 

is goals the business must carry efficiency and employability skills which will enhance the task 

to achieve the particular goal the company’s productiveness defines the reputation and the 

status of the company. It is essential for every organisation to maintain reputation and to deliver 

the productivity to their customers which will also gain the customer rate as well as increase 

the revenue generation of the organisation. The employee of each company should be efficient 

and work oriented which will lead the employee to work with concentration and to deliver the 

perfect work to the company. Effectiveness of the employee describe the employee’s 

performance and dedication towards the work. This dedication also leads to the growth of 

employee and also can create the self-development opportunity within the organisation (Sima 

et al., 2020). Employee performing the particular task should have the task related skills and 

capability which will motivate the employee to do the given task in efficient as well as simple 

way. The contemporary techniques to improve workplace efficiency and employability are 

explained as below. 

Track time of the task 

The leaders of every business team should make sure that when the team members are 

performing any task the time should be track and within the time that task should get done 

(Mortensen et al., 2020). There are many searches software’s and techniques by which the 

performance can be tracked of the employees. This help the team leaders to select the best 

employees and to recognise the employees who are not so good at work. The work gets done 

within time will help the leader to correct the mistakes and to work done at the time of 

performing task and the proper exact work will be delivered by the side of leader. 

Taking frequent breaks 

This factor will increase the work efficiency and employability as frequent breaks can fresh up 

your mind and motivate highly to perform the task. The employee who takes frequent breaks, 

feels tension free by the task which has the employee thinking Big and becomes simple to 

perform. It is scientifically proven that at the work if you are feeling stressed then the individual 

should have frequent break which contains performing personal hobbies, doing the things 
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which motivate individual and many more. Hence to improve employability within the 

company the company should give frequent breaks and the employees should also take frequent 

breaks (Rosner, 2020). 

Set commitment to deadlines 

the employee will be considered as efficient, and their performance will increase only if the 

employee is able to complete the task in the given period of time. Every employee working in 

the organisation should stay committed to the deadlines that have been assigned to them. This 

will help improve the employee performance as well as it will be beneficial to the organisation. 

Completing the work within given period of time helps to correct the mistakes which are done 

in the task and clear work is submitted to our team leader and organisation. With reputation of 

organisation the reputation of the employee is also maintained. 

Avoid booking unproductive meetings 

The employee at the workplace should stay motivated to their work. No any unproductive work 

or exercise should be performed by the side of employee. If there is any unproductive activity 

which is going to take place such as taking breaks without no reason and spending your time 

on unnecessary things. They should be avoided by the employee side as it will affect on the 

employee’s performance. With the employee performance the output cannot be delivered to 

the company and company will not be able to serve their customers in a proper manner. 

Avoiding unnecessary meetings and task will increase the efficiency of the employee as the 

employee will be focused on the task itself (Thelander, and Åkerström,2019).  

Avoid multitasking 

When the employee is working in the organisation the employee must focus on the work they 

are assigned. With the work assigned the employee should not accept the other work of high 

priority. This will create confusion between the work and proper efforts will not be given by 

the employee side to the particular work. This multi-tasking issue is faced by many 

overconfident employees. Multitasking sometimes is beneficial if the work is really urgent and 

should be completed in the given time, but if the work is assigned to the employee, then also 

the individual is accepting another work, then it will affect on the both work of employee as 

well as the performance of the employee. The deadline for the particular work will be missed 

which will affect on employee’s character. The employee sometimes with the help of 
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multitasking should have to suffer with negative consequences but sometimes multitasking can 

be beneficial for the employee as well as organisation. 

Take advantage of your free time 

In the organisational work there can be some time free time in which the employee can spend 

on doing some productive stuff. These will help the employee to gain more knowledge about 

the work internal as well as external. In this free time the employee can gain the knowledge 

about the next work which they are going to perform. Gaining the knowledge will let the 

employee do the work in well manner in an efficient way. 

Minimize interruptions 

It is significant to stay attentive at the time of working. Therefore, eliminate as much distraction 

as conceivable. Distant workers have this benefit, but workplace workers have to contract with 

contextual noise from devices as well as colleagues. Office teams must use impenetrable 

earphones, as well as turn off their individual earphones. Consistently measuring how your 

squad performs as well as parts for development can aid improve general productivity in the 

workplace. There are various gears designed to justify individual’s workflow, but eventually, 

as the front-runner of the company (Sukmana et al., 2021). 

Developing productive work environment 

Knowledge of how to be creative at work means creating your task bodily as well as visually 

pleasant. By generating a well-organized as well as ornamented workplace, your office will be 

a comfortable room to see each day. The additional contented your staffs are in the workplace, 

the fewer stress they have. One method to uphold a well work situation is to make a positive 

environment where everybody feels value as well as motivation (Daniel, et al., 2020.). 

These all with the employability will also increase the student digital skills. The student in their 

free time without wasting time can learn some digital skills.  

Identify and effectively evaluate a range of information sources. 

The secondary research on the virtual learning was done and it was not so difficult task for us. 

The secondary research on the virtual learning was done through various articles and books 

which help us to understand the current situation benefits as well as disadvantages of the virtual 

learning. The article stated that the virtual learning is the asset of average student after the 

Covid19 pandemic. Article also describe that the virtual learning is the need of an hour. 
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Nowadays many courses and many classes are been conducted virtually which also saves times 

and the students can attend the classes and courses from everywhere. Virtual learning pathway 

is accessible to the students by any place. Virtual learning is not only important for beneficial 

to the students but also to the Employees as the employees can access the courses which the 

left in their academic year. This provides the opportunity to the Employees to develop the in 

lots of fields. The articles and books helped us to conduct the secondary research on the virtual 

learning. 

 

Primary Research - 
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The primary research on the virtual learning was done. The primary research clearly stated that 

the virtual learning is an important aspect which have enhanced the work and personal life of 

the individuals. As per shown in the above figures the queries like importance, benefit and 

many more were asked in which the positive respond have been recorded. It was stated that the 

virtual learning is the important aspect and need of the hour. This was partially noted by the 

public but the majority of the public have voted and agreed on the statement that virtual learning 

is a need of an hour. The research also stated that the virtual learning had made the humans life 
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easy in many aspects as the individual can learn from any place at any time as per their 

accessibility and 80% of public were agreed with the statement. The other research was done 

which stated that virtual learning is important for students only on which the public is not 

totally agreed because the virtual learning is important for both students as well as working 

individuals. For the statement the public in majority have disagreed the statement. Another 

statement was virtual learning is the next digital evolution in the world on which 40% of public 

were agree. This stated primary research clearly defined that the virtual learning is important 

aspect of today's world and have changed people mind set in a positive way. Virtual learning 

has enhanced the digital evolution in the country as well as a world. 

 

Show a competence in workplace data handling  

 

Workplace competency 

Workplace competencies provide workers with strong guidance on what they expect from their 

performance perspective. They show the exact behaviours which are evaluated, familiar as well 

as satisfied. The attention is on established ability to do work, as evidenced by noted work 

knowledge or examinations intended to measure an individual's ability straight related to work, 

from formal qualifications and work experience. I'm shifting. Respective capability contains of 

information, skills, abilities, or individual features, and in some cases a combination (Hicks et 

al., 2018). 

To perform the data handling process within the workplace in a successful manner the 

organization or the leaders as well as the employees should follow these factors- 

Define the personal goal as well as the audience 

Before performing any data related task the individual or the organization should set their goal 

about what to deliver and the audience which is whom to deliver. This what to deliver and 

whom to deliver will set you mind focused towards thew task and the data handling process 

will be performed smoothly. If the goals are not set and audience are not targeted then the 

organization will not be able to conclude about the work task provided which will affect on the 

overall performance of the organization. Personal goal will lead to encourage individual itself 

and will lead to perform the task efficiently. Choose correct data and find insights, The 
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organization to maintain the data-handling should opt the correct data required for the work on 

the priority basis. This will help the organization maintain their data handling process in terms 

of the right data to be delivered. This correct data will also help to complete the work in the 

given time with the help of exact data. 

Benefits of Workplace competency 

• Clearly interconnect presentation prospects and aid the HR department simplify the 

hiring procedure. 

• Helps workers become aware of the organization's values of conduct as well as to 

recover job fulfilment.  

• Directors can simply classify the presentation needs of squad memberships founded on 

achieving competencies.  

• Capabilities help your organization improve working efficiency. 

• A strong list of office skills will help you carry out healthier exercise for workers.  

• Helps HR professionals recover their aptitude preparation policies. 
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Conclusion 

The valuation of the appropriate uses of contemporary techniques to improve workplace 

employ ability, as well as efficiency, was concluded in the given report. Techniques such as: 

track the time of the task, avoid multitasking, take advantage of free time, minimise 

interruptions and many more were mentioned in the given report. The effectively valuation of 

range of information sources was identified through secondary and primary research about 

virtual learning. At the end the competency in workplace data handling was explained in detail. 
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