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INTRUDUCTION 
According to STEMNET (Science, Technology Engineering, and Mathematics Network), employability is defined as transferable skills needed by an individual to make them employable. Employability relates to your knowledge, skills, and attitudes, how you use those assets, and how you present them to employers. Today your education and experience may only be enough to qualify for a job but, to be successful in most roles in the field of emerging technologies, you will need soft skills like communication, time management, teamwork. Skills are in essence, behaviours that are necessary for every job and are essential attitudes that allows you to grow in career and efficient.
· Connect with co-workers.
· Solve problems.
· Be a part of and understand your role within the team.
· Make responsible choices for your job and career.
· Be independent and take charge of your career.




TIME MANAGEMENT 
Time management skills are the skills that help you organise your time effectively to be more productive. Learning to manage your time effectively will benefit your career as time management skills are useful transferrable skills. Is the process of organizing and planning how to divide your time between specific activities. Time management helps you prioritize your tasks so that you ensure you have enough time available to complete every project. The quality of your work increases when you are not rushing to complete it ahead of a fast approach. 
Example :
· Planning: if you must draft a research paper, you need to plan the distinct steps you need to complete the paper. You need to plan the distinct steps you need to complete the paper. These steps may include deciding the research topic, deciding on the methods for gathering and analysing information, drafting the document for circulating it to your colleagues for input. These may include determining the topic, also deciding on the methods for gathering and analysing information, drafting the document, and circulating it to your colleagues.
· Communication: Effective communication skills can help you explain your timeline and other expectations to your colleagues to align the completion of their task. 
· Self-discipline: helps you deal with procrastination and distractions. Once you have created a work plan with priority tasks you need to discipline yourself to keep focusing on the priorities until they are complete. 
We also have 4D time management that helps you plan yourself around time better.
· Do : doing your best to reach the end of your task using all mems and ways to reach your goal.
· Defer:  putting your task in the mist of anything that could come across your time to be able to reach then end of your task.
·  Delegate: doing the important bit without wasting time so you can be on time
· Delete: leaving anything less important and finishing your work before adding anything else. Or cancelling anything that could be waste of time or distractions.




























PRESENTATION SKILLS
Is the ability to present in simple and understanding to the public.
Verbal communication: the ability to communicate in a clear, concise and concrete way audience is the key skill needed from public speakers.
Delivery: delivery how you connect with your audience. It includes tech as body language and pauses that give words punch. 
Leadership: the ability to set up yourself as the leader of your audience.
Written and visual communication: your visual element such as power point slides should be simple and clear visually effective.
Gestures: physical communication including effective use of stage and gesture.
When doing a presentation, you always must be conscious of the topic and focused so you can present your topic be relaxed whiles giving a presentation, is always good to have PowerPoint slides of your topic with words and images something that can catch the public’s attention and interest. Also making it simple and understanding to the audience so they can ask questions also they can feel comfortable to engage in a conversation with relating to the topic you giving to them.  
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DIGITAL SKILLS 
The awareness of technology helps a business increase capability and productivity most employers now require staff that has the confidence and understanding to embrace technology. We are still hearing that education is not adequately preparing students with the appropriate digital skills for today's workplace, or the workplace of the future. It's not those employers are often not aware of the digital skills staff require to get the most out of current technology they may implement in the future. There are many predictions that training will be of the up most importance to businesses in 2019 due to skills shortages and digital transformation being driven by maintaining a competitive edge. 
Company that depends totally on technology and is continually looking at how technology can improve not only our own business, but those of our customers too, this are ten workplace digital skills.
· Cyber and data security
· Software as a service (SAAS) often known as cloud software
· Storage and management of data
· Communication and collaborative digital tools
· Presentation of data
· Mobile devices
· Social media 
· Digital problem solving 
· Creative content creation 
· internet
Digital skills are helping a lot now as you can do the meeting, lessons online, without traveling or having to rush to a destination at time. Mobile devices allow us to reach people from far away without traveling is also useful for emergencies. Most mobile devices can be used to assess social media apps without worrying to have a laptop or tablet. Mobile devices have advanced in technology that you can make payment on your mobile or send money to your family in a different country without having to wait at the post office. All can be done on your phone. Digital problems can be very stressful has your personal information can be licked or been hacked. When your think your personal information has been licked you can always contact IT technicians to monitor your device for you especially when is your bank that must receive an immediate attention.
 Internet having internet is quite commune in some places in other it cost a lot to have data for 24hour a day. In most European countries internet is not a problem has we can have internet everywhere when at   work, schools' hospitals and town centre.


 






























  













PLANNING AND ORGANISATION
Planning and organising skills help you manage time, tools and resources to reach a goal. They help you work out what you need to do to achieve you aims. Planning is vital at all levels in the workplace. You will need to plan your own task and time. Without planning and organising, there would be chaos. Nothing would get done everything would be a mess. 
· Effectively manage time and resources
· Be flexible, organised and dedicated
· Have outstanding attention to detail
· Deliver projects on time and to budget
· Research and develop new processes
The ability to plan and organise is a skill many recruiters consider essential. Many adverts will simply ask for someone who can ‘’ plan and prioritise their time or organise resources effectively. 
· Able to show you’re flexible, organised and committed
· Excellent attention to detail is required
· Effective manager of both time and resource
· Ability to deliver on time and to budget
· Investigate new processes and set clear criteria
· Plan and implement change
Having the ability to plan and organize is something we all have in fact, most of us these skills daily. Being able to combine study, job, ad family commitments require you to plan and organise and your resources. Some people do this naturally, with others it takes more effort, but whether you are a natural planner or not the skills and abilities you need to plan and organise a project are the same planning a project, which could be anything from an academic dissertation, a celebration, or a work-based assignment.
· Knowing what you want to achieve and have a clear vision of the result.
· Setting regular objectives along the way so you know when you are on track or even more important, behind schedule.
· Making an action plan based on these objectives and arranging the resources to carry it out.
· Drawing up a work schedule or timetable and set deadlines, communicating regularly with others if necessary.
· Effectively managing your own time.







































NOTE TAKING

5 RULES OF NOTE TAKING
Record: during the lessons or in a presentation 
Reduce: when lecture is finish, write down in a summary of ideas or facts using less words and keys. 
Recite: recite all the information you have written down in your own words and make sure you understand it. 
Reflect: think about the note you have taken down in your own words opinions and ideas to double-check if you have understood what’s written down. 
Review: always reading through your notes helps you gain new ideas of how you can structure your work. It also helps you notice where it makes sense and where you will need to delete it from your work. 
Notes making is not just about writing down everything you hear or read. It is a process of reviewing, connecting and synthesising ideas from your lecture or reading. 
Making notes helps you to stay active and engaged during your lectures, reading and revision, understand what you are learning and clarify your thinking. Be selective and identify key ideas.
What should your notes contain: headings to help your identity the key topic, source information (title, author, date,). 
Consider developing a system of symbols and abbreviations to help avoid this you should make quotes paraphrases and summaries look different from your own ideas in your notes. You can also use quotation marks or square brackets or highlight other people’s ideas in a different colour. 
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