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[bookmark: _Toc89707729]Introduction
All of the soft skills, fundamental skills, technical skills etc all skills are working with this section where all of the skills perform in a descriptive way for their personal development and this all skill add with employability skills. For the reason of academic skill and academic life development, a student has to improve their employability skill. This skill is so effective and more influential for personal and academic development which can create a smooth way for all of the academic work of the academic life of a student. This paper shows a descriptive section in a descriptive way where all of the skills are described with their related model. This all model is so effective for their skills achievement section.
[bookmark: _Toc89707730]Employability skills
Another name of this employability skill is the soft skill, employment skills, fundamental skills etc as well as this department is related with the improvement sector of student which can improve their all of the work and any knowledge capturing power. In this technological era, all of the skills are so effective which can give a lot of skills as well as a lot of achieving by capturing this all of the skills. At this time most educational institution maintains the traditional and blended learning system which is completely based on technology or analytical skills. If any student achieves their proper learning by these two systems this student have to face this employability skill because a student has to gain all the soft skill, communication, leadership skills, analytical thinking skills, critical thinking skills, problems solving skills etc. As a result, thus students can perfect for the use of technology and capturing process for their proper knowledge. This world is software-based where the software captures a huge number of sectors and they are both teaching and learning sectors. This skill is both applicable for teacher and student. So, employability skill is a most essential part of both traditional learning and blended learning (Brutus, 2009)
[bookmark: _Toc89707731]Time Management skill
All work will complete in a short time by achieving this time management skill because these skills can teach a mechanism where all work will do systematically. In this department, a lot of methods is used for achieving this skill. From all the mechanisms the 4D method is best for time management skills.
[bookmark: _Toc89707732]4 Ds of Time Management
The full form of these 4 Ds is: Do, Defer (Delay), Delegate, and Delete (Drop). Another name of this model is 4 Ds of productivity that means this method is not applicable for time management but also develops a student’s productivity section. 4Ds can help to create a quick decision where a student can act all work with a systematic way, and it also consumes the waste time number because in this method this person can use their full time with an effective way. 
Do: In this method, a huge number of work is done in a short time by organizing a complete series of tasks as well as this method this work complete within a few minutes. Such as answering an email, calling back and printing a large number of reports etc. 9Messum, 2016)
Defer: In this method, this type of work will be done which is pending for the future as well as this method schedule it with a right way where this work will do by a smooth process such as creating a new project plan or structure, accept the pending friend request etc.
Delegate: Sometimes much work is incompleted for someone’s wrong decision or steps as well as this method can ablet to reschedule this work by taking proper steps for the reason this method can solve these problems with a right way. For Example: deliver a project on a client etc.
Delete: Many unnecessary works will be gathered in the to-do list for this reason this method is very suitable for solving this problem. This method can easily find out this problem and in this method, all of the unnecessary work will be avoided by this method. For example, unnecessary emails reply to unnecessary file management related work.
[bookmark: _Toc89707733]Research skill:
The technological era is based on the research skill of a student because a student can know or achieve any type of skill by completing research for this reason it is an essential part for any student (Devies, 2011). For this type of skill, many methods are applied in this department besides all of the methods the  CRAAP test is the most reliable method for this skill. This structure was established by Meriam Library California State University, Chico. The full form of this CRAAP is Currency, Relevance, Authority, Accuracy and Purpose. This test can be able to find out all of the needs which a student wants to know from the questions. This is an innovative method that can able to solve a problem in a  systematic way, as well as this method, is so essential for others. In this method all of the new information will collect by method, for this reason, all of the new students can achieve new skills.
[bookmark: _Toc89707734]Note catching skills
This skill is an individual skill that can develop a student individual learners which are so attractive act because this work can increase the concentration on the class test and work. These important notes play a vital role for examination time as well as keep strong memory support for the student's classwork. In this section there exist approximately seven types of methods and strategies which individually solve all of the problems. The Outline Method, The Cornell Method, Mind Mapping Method, Flow Notes Method, Sentence Method, Charting Method, Writing on Slides etc are some of the methods for note-taking skills. From all of the methods the mind mapping method is so effective for note-taking skills (Crebert, 2004)
[bookmark: _Toc89707735]Critical thinking skill
In many types of professional fields, critical thinking skills are so effective because these skills can be able to take any type of effective decision based on the ability of a person's mentality. For example in the business sector many types of new situations, the problem will occur and this all situation will solve by these skills. A businessman has to capture these skills for the business. In this section, this skill is so helpful for a student to know critical or complex topics by achieving this skills because in this section a student can think with this students personal memory ability which can help to fight against any types of real problem as well as in the job market this types of situation is available and in this sector, the real knowledge is more beneficial for this section. In this section, a lot of ways exists for achieving these skills for example ask basic questions, trying reverse things, thinking of own etc. types of this is so attractive for achieving this skill (Cooper, 1998)
[bookmark: _Toc89707736]Presentation skill
When an own topic will be represented in an informative way and delivered in a representative way as well as shared with an audience, this is known as a presentation. This skill is cover a small number of areas with a small structure of information with a presentation. In this time a student has to maintain many topics such as posture, gesture, body language, voice tone etc topics which is so effective for a presentation. In this technological era many countries, many institutions start or offer many courses which can able students to a maintain a part of this section with a proper way for this reason many student or employee attain in this course and complete it. In this skill is so important especially for the job field. Because in this skills can represent a topic with an effective way with their remarkable topics. From this skill, a student can show students time management, body language expressions which is so important things for a student. All of the universities in this whole world for the higher study section, all students have to face this presentation session for their higher studies. For a proper guideline about this skill in this time, many institutions offer many courses, tutorials for their student for this skills. From this section, a student can develop these skills more efficiently (Cooper, 1998)
[bookmark: _Toc89707737]Writing skills
In this technological era, all of the students have to complete writing skills because in these days all sectors writing section is always available which can develop students for a long time. On the other hand from all of the academic skills the writing or communication skill is so important which plays a vital role in the future and in this process, all of the students can get any type of opportunities for their future (Caligiuri, 2012)
[bookmark: _Toc89707738]Personal development plan
Employability skill is a brought section for all of the skills of students. In this part, a student can capture all of the skills for their section of their personal development of their skill. This all of the work is so effective for their student life as well as their professional sector ion the whole life. For this reason, a student has to prepare a personal development plan for their future which can minimize the lackings section of their all work and in this method, they can succeed their target job sector (Mirza, 2014)
	Name of the skills
	Lacking’s section
	development section 
	Development duration time

	Time management skills 
	All work can not arrange effectively and lack knowledge about the 4D method and related some methods. 
	This 4D method is so effective because this 4D method can cover all of the parts of the time management section such as due task, opening task, important task etc all types of task. 
	These skills will capture within 5 weeks. 

	Research skills 
	Website choose and lack of the knowledge about search engine of the google section as well as many students face about the technological problems and they have some likings about the technical skills. Short information about the reference section choice and plagiarism section of a paper.
	These skills can improve the research skill which can help to choose the website, reference and plagiarism section.

	 These skills will capture within 1.5 months.

	Writing and Communication skills 
	Short knowledge about many languages as well as content writing sections.
	Have to research the content, article as well as capture the presentation skills because this writing section has a great relationship with presentation skills. So body language, time management, arrangement way all the skills have to capture.

	Within 1.5 month 


These all are employability skills and this related skills. On the other hand, this personal development plan is so essential which can improve a student's academic skills.


[bookmark: _Toc89707739]Conclusion
This paper shows all of the employability skills in a  descriptive way as well as in these skills can fulfil a complete arrangement because these skills can increase the development section of a student, for example, the presentation skills, communication skills, leadership skills, time management skills, writing skills etc which is so important for a student for their development section. This paper shows all of the related methods for mechanisms in a descriptive way . This paper shows 4D, CRAAP METHOD which is so helpful for their personal development. This all the method is so helpful which can improve the skills as well as capturing this all skills
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