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Introduction
 Technology has changed the ways in which we do business. This is especially evident in the way in which social media such as telecommunications systems, instant messaging, the World Wide Web and social networking platforms now function. New computer hardware and software platforms are being developed around a social element. Businesses that interact directly with their customers and product and service providers need to stay abreast of technology and its influence on social media and be fluent in the use of social technologies.
Social Media

The many forms of social media include any means of communication and interaction that involve a social element, including email, social networking, instant messaging and chat, telecommunications, videoconferencing, forums, blogs and even normal human communication such as face-to-face conversations, business meetings, presentations and body language. Social media is an integral element of any business as humans must communicate to get work done. Social media interactions are becoming increasingly important as technology is adapting to include a more human-friendly element, including social-based operating systems and communication-oriented software applications.
Technology

Technological advances have revolutionized the ways in which humans communicate. Technology lends itself well to social media and is now used in presentation software, groupware, messaging systems, telecommunications networks, Voice over Internet protocol communications, videoconferencing, social networks, online chats, interactive message boards, websites, blogs and most other forms of social interaction. Your customers now expect you to use some form of social media technology to facilitate customer service and provide information.
Business

The influence of technology on social media has been largely beneficial to businesses. Internet-enabled telecommunications technologies let you communicate with your customers in real-time and respond to issues much more quickly than was possible in manual systems. Your employees are no longer hindered by equipment availability, time zones or geographic distance and can now communicate seamlessly using technology. This has allowed many businesses to employ a global workforce and increase their productive output. Even if you have a small, single-location business, your employees can still leverage social media technology to communicate with each other and with their customers even when out of the office, and you can use a blog or social network to stay in constant contact with your customers.

Considerations

Although technology has had a largely beneficial impact on social media from a business perspective, it might not be as beneficial for humans. Social networking removes the element of face-to-face interaction and could cause social isolation. Your employees could also be more stressed if they are always "on call" and unable to detach themselves from work and enjoy work-life balance, resulting in lower productivity levels.
How Social Media Has Changed the Workplace  
We all know how social media has impacted our personal lives. How has this impacted the way that people work? Has it made employees more or less productive? How do employees value social media relative to other time alternatives?
Social Media and Email Consume Half the Workday
Employees estimate that they spend about 4 hours a day managing multiple “inboxes.” More than one hour is spent on social media a day. Facebook regularly making this the most used social media platform for this group. The time spent on social media however is spent more for personal reasons than work reasons, with only 6.8% of the participants indicating that they use social media solely for work purposes. The study suggests that social media on platforms such as Facebook have “shattered the divide between business and personal use” and often encourage such intermingling further exacerbating this issue.
Workplace Interruptions Pose a Threat to Productivity
What is perhaps the most concerning issue raised by this study is that most participants check their “inboxes” too often, constantly interrupting their work. Researchers have consistently found that multitasking reduces productivity; tasks can take more than twice as long to complete and can lead to a dramatic increase in errors. Adding to this, my research has found that there are eight key triggers (“8Ps”) that redirect time and attention and create time magnets. Peers and Power are triggers that can cause addictive behaviours that we see on social media platforms.
Social media is valuable to the workplace. New tools needed to manage.
Although some companies block social media, I believe that this is overkill. There are many benefits to social media that companies cannot ignore in areas such as customer relationships, collaboration and market research. For business-to-business providers, employees and executives are the customer making social media interaction a necessity.
One tool which I have found effective (and helped me focus to write my book), is RescueTime.com. With Rescue Time, I set personal goals such as spending no more than half hour a day on social media and no more than an hour a day on email. When I exceed those limits, it sends a pop-up window to remind me that I am spending too much time and need to refocus my efforts.
Although tools like Rescue Time are a great start, this is not enough. The study highlights that social media in the workplace is fragmented with employees using different tools leaving gaps in the ability to collaborate internally and externally. What’s sorely needed are tools that help businesses to better manage social media and email and closely link social media efforts to business goals. I look forward to such tools emerging in the near future.

Analysis of the purpose for Digital skills  
The two greatest concerns of employers today are finding good workers and training them. The difference between the skills needed on the job and those possessed by applicants, sometimes called the skills-gap, is of real concern to human resource managers and business owners looking to hire competent employees. 

While employers would prefer to hire people who are trained and ready to go to work, they are usually willing to provide the specialized, job-specific training necessary for those lacking such skills. Most discussions concerning today’s workforce eventually turn to employability skills. Finding workers who have employability or job readiness skills that help them fit into and remain in the work environment is a real problem. 

Employers need reliable, responsible workers who can solve problems and who have the social skills and attitudes to work together with other workers. Creativity, once a trait avoided by employers who used a cookie cutter system, is now prized among employers who are trying to create the empowered, high performance workforce needed for competitiveness in today’s marketplace. Employees with these skills are in demand and are considered valuable human capital assets to companies.
Communication Skills
The skills introduce how to organise and present the arguments effectively both in writing and in oral communication. Submitting written coursework throughout the course teaches me to express self in a concise and professional manner.  Participation in seminar discussions builds my skills and confidence in oral arguments, also required increasingly to contribute to formal presentations and debates. 

Depending on the job, communication is about being a good talker or a good writer. It involves being confident about speaking to people (face-to-face or over the phone). It also involves writing well enough to be understood in emails and memos.

Examples of ways that I can develop or improve my communication skills include:
· writing assignments and reports as part of my studies
· blogging or using social media
· making oral presentations as part of my class work
· working in customer service (face-to-face or on the phone)
· Volunteering to host a community program.
Good communication is much more than just being understood. It allows keeping a conversation going, presenting all findings in a range of different ways and approaching to the audience. There are three main areas:
· Written communication: Structuring the ideas/results in a clear and logical manner with correct spelling and grammar
· Verbal communication: Presenting information verbally and tailoring any presentation style to the audience. Active listening is also important as communication is a two-way process
· Non-verbal communication: Non-verbal messages allow people to reinforce points with gestures, facial expressions and body language
The main skills in this area are:
· Ability to present information clearly and appropriately
· Ability to tailor messages to audience and purpose
· Ability to actively listen to and question other
Effective communication causes productivity to increase, errors to decrease and operations to run smoother. Managers and employees must know how to effectively communicate with the company's international counterparts. The difference in cultures requires managers to understand terms commonly used in America that another culture finds offensive. Companies that prepare workers to excel with verbal and nonverbal communications skills find it easier to enter into global marketplaces than companies that do not prepare its employees.
 Time Management Skills
Time management is not very difficult as a concept, but it’s surprisingly hard to do in practice. It requires the investment of a little time upfront to prioritise and organise self. But once done, it will find that with minor tweaks, the day, and indeed the week and month, fall into place in an orderly fashion, with time for everything you need to do.
In workplace distinction between urgent and important is the key to prioritising time and workload, whether at work or at home.
Try using a grid, like the priority matrix, to organise my tasks into their appropriate categories:
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Deliver on Time
By focusing on the high priority tasks first, it will also ensure that how can meet deadlines and deliver the work on time. If there agreed to complete a job by a certain time, then it need to ensure that deliver on that promise. If don’t, then It can potentially lose out on important clients or customers, or even lose the job.

Improve Efficiency and Productivity
Having the right time management skills will make me a more efficient and productive worker. That is because I am not wasting time on menial tasks and are completing your work in the quickest time possible. That does not mean rush the work and forego on quality, it just means that making the best use of the time have been given.




Make Better Decisions

When people are in a rush and are pressured to complete work, they are more likely to make reckless decisions that haven’t been well thought out. When task need to manage the time effectively, also have more time to consider important decisions that will allow to make the best choices possible.

Improve the Work/Life Balance

Having good time management skills is not only important at work, but it can also have a positive effect on the life outside the office. The better it needs manage time and work, the more productive it can be, which means, don’t have to stay late to get everything completed on time. That means need to have more time to dedicate to itself. As can feel calmer and less stressed out, task won’t bring all that negativity into the household which can have a negative effect on the relationships.

Create a Fair Workplace
If can make sure that managing the time as best as possible, then it can help create a fair workplace where everyone is producing the same standard of work and nobody is holding the team back. Employees tend to harbour resentment towards those they feel are not putting the same amount of effort into their work as they are. Avoid this by ensuring that all your workers are working to the same volume or a time-based target so it is easier to judge how well everyone is progressing.

There are so many reasons why time management is important at work. It is one of the most sought after qualities for employees to have, and with good reason. Managers need to be able to assess their workers’ productivity and make sure they are getting the most out of their employees. Not only is it good for business, but it is also a skill that can be of benefit to the workers themselves.

Conclusion
Employers are looking to recruit graduates with a broad range of experience, and the ability to demonstrate the wide range of skills that they have developed through academic study, work experience, and extracurricular activities. 
There is no definitive list of the skills that every employer will want me to possess, but the main employability skills that I will try to present whilst at this report. 
The achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations.
Academic and Employability skills introduces, A set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy. The achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations or business.
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