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For a large number of people jobs are the mandatory part of their life where they can play as employee or employers. To become successful employee or employer both term need to have strong and effective employability skills. These skills are not proved with the qualification or academic degree but need to have these skills to adapt different situation, working efficiently and manage the goal. People should have willingness to learn the new skills to increase the employability skills too. Working with others, making critical thinking over the situation, manning time, taking notes, communication, presenting own thoughts and ideas, define how to adapt technology, planning and organizing the tasks that all comes under the employability skills. This paper discuss over different employability skills that relates with the writers learning ability too where using different theories and models that suited with these employability skills and set the personal development plan by defining the gap and the way to improve these employability skill to make better control over these skills 
[bookmark: _Toc89772755]Employability skills
Time management skills
Time management is one of the key issue for the individual to make better control over time and schedule. T is important to select the gaol at the beginning and arrange the strategy and structure that individual is going to follow to complete the goal. All the activities need a certain time to complete. Time management skills helps to manage all t reactivates complete with certain timeframe that sets. To do effective Time management, it is important to understand certain strategy and model. 4Ds of Time management is one of the most suitable one that increase potentials of individuals to make further Time management and get efficiency with the work. 
4Ds Time management starts with the Delete that also can call as drop. It is important for the individual to scrap all the personal and professional term that more necessary to complete. There are different junk email can be revived in the inbox and it does not need to give attention and just need to scrap the email eth shows delete the non-potential tasks need to scrap. There are some tasks that can be done in automatic or in system that work should be done and these work need to leave by the individual (Shalimar, 2021)
Delegate is the term of 4d Time management that shows task can be shared to any other person. To become an entrepreneur this skills need to develop because all the tasks cannot be done by own that may left the priority tasks that makes impact. It is important to have the trained and skills employees under the business with trust to share the tests to be completed within the time frame. It shows proper cooperation of tasks between the individuals in the working environment. It shows the work need to be done abut can be done form any other employees rather than doing by own when entrepreneur is busy to do the highs priority tasks (Dalia, 2020). 
Deferring is another major term of 4D Time management. It shows the task is important and cannot be deleted but the tsk can be shifted with a certain time and date. It is less urgent and called as important to do. New project idea is the best example of that. It shows project leader need to generate new ideas for the new project but they have to complete eh existing project first so the idea generation can be scheduled bit later (John, 2019)
Do- defines as the highest priority tasks and urgency of complete the tasks. In the working environment different potential mail need to answer immediately like buyers mail over queries, mail from management about any certain processed progress that need to reply immediately. It is also important to return the phone call of buyers if any call missed out by the individual for some reason. It shows the task need to do quickly and efficient way.
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Note-taking skills is also concern as one of the significant employability skills. There are different official meeting does taking place during the working time and it is important to pay full attention on these because these are one of the key practice of decision making, analysing performance and progress of the business and set the strategy and structure for further development. It is important to increase Note-taking skills that will help to cover the importance in the meeting. There are different Note-taking method and strategy are available and it is important to define the right one for the individual (University of Minnesota Duluth, 2002).
Cornell Note-taking method is one of the most effective and common practiced Note-taking method. It starts with dividing the pace in to three to four section. Writers can also use the small sector at the top of the page to set the title of the note and also at the bottom to summarize the note. It is important to divide the page into two vertical column where left column should take 30% and right column should have reaming 70% to start taking notes. In the term of lecture, Note-taking column should show record the main features of the lectures with telegraphic sentences (Wong, 2014). On the next phase, questions area need to be concern as after the lecture, learners should UT some question over the whole lecture Int o the left column. Recite is the term that use the cue words of the total lecture and this is the place where questioned to check and try to make answer of them question by utilizing the memory. 4th step is reflection. It shows individual need to reflect over the major factors and apply the principle on the base of these. Review is the last part that shows spend more time to review all the previous note once in a week (Ross, 2010)
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Presentation skills is one of the effective skill that is more effective to express individual in study and working time. In the working environment, employees and employers need to join in different presentation. Employers should set the presentation to define the strategy they are going to adapt and reason behind that. It also helps to make visual presence of the total progress and performance of business. There are some tips that is effective to make effective presentation skills (Shah, 2007)
It starts with setting the goal at the beginning of the presentation that will help to achieve the gaol for example, to present the performance and progress of the business for last 6 month, the goal of the presentation is to show the overall growth and position of the business. It is important to use different graphs, tables ad images Int his presentation that will be more effective to ace visual presentation over performance of the business for a specific period of time (O’Connor, 2006). Different limitations and opportunities also need to define for the business during the period. In the Presentation time, it is important to show some passion to make engagement and make the presentation attractive for the audience. As a speaker, it is important to be relax in time of Presentation. Presenter need to practice with dedication in time of Presentation (Reynolds, 2008). It is important for the presenter to make interaction of audience rather than stating the issue. Presenter should follow proper steps to define the concept existing data also can be show to make comparison of business performance form the previous years data that helps to increase efficiency in Presentation. It is also effective to make consultation over the whole concept with impressive attitude (Liechti, 2012)
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Digital skills is one of the effective skill that each individual need to increase that helps to increase sensors and information technology. In the organization, there are different digital skills need to gain because different technology are e going to use. Technology like using email, colloid computing, tally software and different smart devices to make effective communication is more available in business sectors’ employees need to increase these technology based skills to operate these services and make effective participation in growth of the business. Big data analysis reflects with effective Digital skills that helps to make further analysis over the market and external environment to make decision. To do the research, different technology need to adapt to make effective progress with the digital platform. Data security is another major issue that reveals with better Digital skills. Employees need to increase their Digital skills to make effective data storage and data security. Also, Digital skills needs to do effective communication that shows business. Digital skills on different aspects like communication, handling information, different problem solving, critical thinking need to adapt as one of the most effective employability skill sin recent time (Morrison, 2007). 
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	Individual goal 
	Strengths 
	Weaknesses 
	How to improve skills to reach the goal 
	Time frame 

	To become an entrepreneur 
	Effective communication skills
Business management skills
Financial skills
Problem solving skills. 
Customer services kills 
	Team work and leadership skills 
	It is important to concern overusing different Digital skills to improve the commination and also team working. Using social media, gathering knowledge over cloud computing and security issues need to increase that will help to make effective team management and work to reach the goal 
	Within 2 month

	Planning and organizing skills 
	Having strengths as effective communicator. Also, having effective research skills 
	Lack f experiences
Lack of organizing skills 
	 It is important to create a clan workspace and define the goal that need to meet. Need to set the to-do list and prioritize the work. It is important to use technology to make depth analysis over the concept and also organize all the materials 
	In 2 month 
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This paper describes different employability skills that is having more importance for sustainable growth of an individuals. It is effective for the individual to give more concern over balancing the tasks and set the strategy of making continuous development of these employability skills. Real life expenses are having more effective to increase these skills. It is highly important for the researcher to increase the digital and technology based skills. All the activity in the business coming under the technology based work. Different updated technology need to adapt and also need to make continuous technology skill development approaches. It is also important to understand the note taking and time management skills. Time magnet is the base form of all the employability skills because all the activity sis having certain deadline and without maintaining prior item argument approaches individual cannot get success and complete the required task within the time frame and efficiency. This why individuals need to give highest concern over these employability skills and keep tracing the progress by measuring it with the personal development plan 
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