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[bookmark: _Toc58604398]Introduction

This report will look into several crucial employability abilities that are commonly necessary while looking for work. This report will show you how a lack of skills will affect you and how to enhance these talents so that you are more employable. Communication, time management, and digital abilities are just a few of the qualities that this report will highlight. In my report, I'll also explain how these abilities have improved my employability and how I apply them regularly at work. All work is properly attributed and referenced.


[bookmark: _Toc58604402]Time management

Time management abilities, according to Collins dictionary (2020), are when a user lists tasks in order of priority with a deadline for completion. Good time management skills are essential since they enable you to do more work in the shortest time feasible. Time management skills cover a wide range of abilities, including:
• Prioritization - it is essential to assign importance to particular chores and goals that must be achieved within specific dates; some jobs may be outsourced, dumped, or delayed, while others must be performed by yourself.
• Preparing - planning to complete things on time can assist you in sticking to a timetable when attempting to accomplish your final goals.
• Organization — keeping your workspace neat, finding any documents you need, and keeping track of your notes may all be valuable and time-saving.
[bookmark: _Toc58604403]• Goal-setting — creating long and short-term goals can help you better manage your time and avoid becoming overwhelmed by tasks.
Time management skills will help you finish jobs more efficiently (Orpen, 1994; Slaven and Totterdall, 1993; Woolfolk and Woolfolk, 1886); they will also assist you to arrange your work, allowing you to reach your objectives. For example, if you were applying for a job, time management would be critical since you would need to set aside time to submit resumes, study the organisation, and look for job opportunities, all of which would help you best prepare for an interview (Indeed, 2020).
[bookmark: _Toc58604404]Poor time management: 
• Punctuality — taking on too much work or a lack of time management.
• Rushing - we all hurry from time to time, but continually rushing through activities demonstrates a lack of time management.
• Goals - how will you know what has to be prioritised if you don't have any? Goals not only define what you want to accomplish, but they also give it a time frame.
• Energy - falling behind on chores causes you to lose energy because you are continually chasing your goals. This causes you to be less motivated, which leads to a vicious cycle where the less motivated you are, the fewer things you accomplish and the more energy it takes to achieve them.
Improving time management skills
• Management – generating a to-do list of things that must be accomplished daily.
• One step at a time — timing your work can reduce tension, allow time for breaks, and allow you to stop working completely, allowing you to work more regularly and avoid burnout due to exhaustion.
• Do, delay, dump, and delegate are the four Ds. DO: Prioritize and organise your chores based on their urgency and importance. DELAY – certain jobs can be put off until later, DUMP – some tasks do not need to be completed and may be left alone since they are unimportant, and finally, DELEGATE - While not all chores can be delegated, those that can help you free up time to work on higher priority duties.
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Communication skills

We can now conduct conference calls, emails, and video conversations on a variety of media platforms in addition to face-to-face communication. Having effective communication skills can help you communicate your vision to your coworkers and delegate chores, allowing you to concentrate on your final objectives. Communication is a two-way talent that requires not only talking but also listening. The ability to listen indicates your comprehension as well as attentiveness (Mindtools, 2020).
Communication skills have always been important in the workplace because they aid in the development of self-confidence and can improve an individual's employment opportunities. Good communication skills could be considered a criterion by which we are judged when applying for jobs or while working, but with the advancement of technology in global organisations, it is critical to understand how effective communication can dictate an outcome to a goal. The ability to communicate effectively using all modes of communication, including electronic, verbal, and body language, will help you develop working relationships, as it is essential in the workplace to be able to communicate effectively with coworkers, understand what is being said, and listen to instructions when given.
[bookmark: _Toc58604400]Poor communication skills can:
· Lead to misinterpretations
· Make you unapproachable
· [bookmark: _Toc58604401]miss specific instructions/details
· Cause you to talk before you think, which may make you or the person you're conversing with uncomfortable or embarrassed.
How to improve communication
• Double-check – before sending that email, memo, letter, or text, make sure the grammar is accurate, that there are no spelling errors, and that it is addressed to the relevant person, organisation, or department.
• Smile — while talking, smiling conveys a pleasant attitude.
• Maintain eye contact with the other person to indicate you're paying attention; don't fold your arms or turn away to suggest you don't want to be there
.• Listen - successful communication requires you to listen to negotiate, delegate, convince, and even prevent confrontations or misunderstandings (Mindtools, 2020).
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The capacity to use technology in the job or in school is known as digital skills (Boutin, 2020). Many firms have adapted to employing more technology in their businesses, whether it's to store client information, interact with possible new clients, or even transfer their entire operation online, such as Uber, the world's first private hire company to entirely utilise an app for its clients. Digital skills will be critical in 2020 and beyond, as technology advances at an alarming rate. Employers are looking for individuals with some digital abilities that they can expand on in the future. Having weak or no digital skills will have a significant influence on your employability since most businesses have shifted to relying on technology to cut costs. To be employable, one must enhance this skill. You may achieve this in a variety of ways, including:
· Blog – blogs are a fantastic way to share your experience and others can reach out to you and provide advice while you are improving your abilities either typing or producing videos
· Take a course – set aside some time to learn about computers, which can be done online or in a classroom.
· Social – use social media such as Facebook or Twitter, there are tons of people like-minded as you are who can offer help or even join with you in your journey
· [bookmark: _Toc58604409]Read a book - there are many books available to learn about technology. I recommend the "for dummies" collection because they are easy starter guidelines that can help you get started.
How have these skills helped me?
I work as a shop floor assistant, for me, communication and time management is key. In my job I need to communicate with clients, colleagues, follow and give instructions. Having a good level of communication skills secured me this job as it was one of the main requirements. Time management played a huge part in my work as I work 12 hour shifts in a demanding business I need to be on time, ready, and always be prepared. My job requires me to be on hand 24/7 so I need to be able to manage my time accordingly at times it is difficult but have a routine and structure to my everyday life I can do this quite easily. Digital skills play a huge part in my job as I need to input details regarding stock and also when HGV lorries are entering the premises, as well as look into CCTV cameras, and manage stock and logistics. 


[bookmark: _Toc58604410]Conclusion

There are several employability skills, but we've only looked at three in this article. All of the talents stated in this research are vital not just in the profession, but also in everyday life. Communication and time management, in my opinion, are two of the most important skills. Being able to manage your time reduces stress, gives you more time to enjoy life, allows you to meet deadlines without becoming burnt out, and allows you to organise everything so you know where everything is so you are not stressed out when it is needed.
You will learn and grow as a person if you can interact with others. Good communication skills will enable you to communicate with others, build confidence, reduce stress, and locate like-minded people who share your goals and will encourage you to achieve your full potential. Digital skills are necessary in today's world; everything is much more advanced than in past years, and you must keep up with this rate of technological advancement to be competitive while looking for work.
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