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[bookmark: _Toc511675334]Introduction
It was assigned to prepare an assignment on digital skills and research methods that is needed in the workplace. In the following report we came to know many facts about the digital skill training and the employability. We identified and evaluated a wide range of information sources. In case of workplace efficiency we saw there needs to be a specific goal to workplace efficiency. A certain goal leads to success. Employee should handle their own time and they need to be self-motivated. The employees will be rewarded in the basis of merit and their education will be ensured. We saw that their efficiency will be measured to monitor their performance. The module helped me to get acquainted with some necessary skills for digital data handling. This module deals with how social platforms, media and software can be used to handle bid amount of data and reach the client in easiest and effective way through advertising. Again, various composing and programming skills are described in the module that helped me to improve my digital data handling skills. In this report we came to know about the factors of employability which are getting organized, learning teamwork, improving communication and self-motivation. We have learnt many sources that help to gain digital skills. Here courses of photo and video, business concept development, digital marketing, cloud development, social media, email marketing, big data management etc. are discussed. We also understood the workplace data handling process that includes document creation, project collaboration, digital courtesy, research, security and privacy. This report overall includes the importance and effectiveness of digital skills in the workplace. 

[bookmark: _Toc511596326][bookmark: _Toc511675335]Improving workplace efficiency and employability
In modern workplace digital skills are very much needed. In job market of recent years it is very essential to know the basics of emails, Google drive and all other basic digital skills. Almost all kinds of jobs including, customer service, sales, marketing, retail etc. need skills of digital marketing. 
In the following course I have come to know many particles about digital workplace skills. In order to ensure workplace efficiency, I should take the following steps (Rice, 2014).
Setting up definite goals and expectations: If I want to be successful in any work a definite goal is a must. And to ensure workplace efficiency the management must drive the workplace to achieve that certain goal. That is why a clear goal with benchmarks is needed. That should also include a specific deadline.
Authorization of the employees to handle their time: Most of the firms give a big effort to hire employees who are perfectly suitable for the respective position. That is why I should not put more pressure on the time management of the employee. I should allow the employees to manage their own time. This will give the employees the freedom and morale boost which will result in employee efficiency.

Figure: Ensuring workplace efficiency
Source: (Quick, 2012)
Motivating through merit based reward: A small amount of competition is needed in any workforce to achieve efficiency. The organization can provide an incentive of providing additional benefits to those employee who does the job fast and accurate. To achieve the additional benefit the employees will start competing with internally and try to give their best to achieve the reward and thus the effectiveness of the employees will be ensured.
Ensuring education and training: Employees can perform with their own will and knowledge but it may not seem appropriate or efficient towards the organization. To ensure proper utilization of workforce the organization must introduce proper education and training about digital skills and facilities. The training should be work subject related and cost minimizing.
Measuring efficiency: The organization should use HR software to analyze the efficiency of the workforce. They can use tracking software to monitor employee performance and the time that was used. By using these technologies firm can easily measure the efficiency of the employee (Picardi, 2014).
Employability is the ability to obtain and maintain employment by having some skills and knowledge. To improve employability I should ensure the following steps;
Advancement of education: I have learnt that making an advancement of education of the employees especially in digital skills is very important. By getting degree and certificate, internship participation helps employees to improve employability skills.
Getting organized: In this course, we came to know that the organizational skills are very much needed to boost up the career of an employee. Taking volunteer leadership, participation in planning, coordination are essential elements of employee improvement.
Learning teamwork: I have learnt about the teamwork that is performing well with the peers, seniors and juniors. It helps to build a good teamwork and that leads to achieve organizational goal effectively and efficiently.

Figure: Improving employability
Source: (Overtoom, 2015)
Communication improvement: I came to know the effectiveness of communication by using digital skills. Employees who have improved digital skills can do better online networking and communication that helps to grow better employability. 
Self-Motivation and Professionalism: We have learnt about the importance of self-motivation. Employees who are self-motivated can perform very well in the work environment and can adapt fast. I also learnt about the professionalism that is taking the work life seriously and making the best use of time and resources. Both of these help to build a great employability (Knight, 2013). 
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Digital skills are very much needed in this competing world. A digital workplace skill refers to searching, finding, measuring, using and making contents by exercising the internet and technologies. 
Digital workplace skill helped me to know a lot about digital skills content and attain some essential skills. The main sources of information are the journals that are published academically. Those articles are mainly focused on the hardware section of digital workplace skills. The famous author Windy Laura Belcher once said that one must study journal articles to be a better writer of it. In case of the text books, it helps to know about the connecting devices and application of it. A well-known magazine named Forbes explained ten sectors that helps to gain knowledge about digital workplace skills (Hind, 2011).
 In case of photography and videography segment the free online classes are provided by an organization that is called Creative Live in various themes. Design, life, art, money, video and photography are all the themes of that course. 
 If I want to know the basics band in depth about business concept development, application coding and customer finding One Month provides course of growth hacking. It is an innovative approach of education. 
Simplilearn provides a course for digital marketing that helps by offering certificates with training. If I want to know the procedures of digital marketing which is the marketing of goods using technologies specially internet I would have to do this course. It will help to acquire new skills that are industry recommended.
Business analytics is a course provided by Coursera which is known widely between online learners. Business analytics are the ability and practices for endless investigation of prior achievement in business to influence business planning (Carnevale, 2013). 
 I think there is a much need of social media training. And that is provided by ALISON to improve professional skills. The world is now dependent on social media. Like facebook, twitter, linkdin etc. helps us to connect with the whole internet society. This training helps to get along with professionalism.
 Microsoft Virtual Academy helps to learn about cloud development training that is provided online. That training is provided by experts all of which are world class. 
Email marketing is provided by Skillshare that offers online classes and various other sessions to grow in and out knowledge about email marketing. Email marketing is the form of advertising through email to some selected group of people. It also includes sending emails to customers to enhance relationship (Bredin, 2010).
 General Assembly is a company that deals with study and professional transformation that provides user experience design course. A wide range of data needs to be managed for many institutions. Without technical help it is impossible to manage those. And that is why this course is used.
Future Learn is a site that provides practical knowledge for managing huge amount of data. In many organizations there are a lot of data that are very hard to manage. To collecting, analyzing and storing them very professional help is required. 
 Heck Design provides free design lesion. They helps to design the software and learn critical elements of the decorations.
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Our era is the era of technology. And by this we came to know about so many things that are related with digital skills. In the following course we came to know verities of competencies that we need to know for digital data handling at workplace.
Creation of document: In this course we came to know a lot of things about documentation. Generally documentation means the process of creating and supplying documents via paper or internet. Here I came to know about digital media documentation which is collaboration, creation and formation of several digital documents. I must work on a professional level to minimize wastage of time, weak communication practice and mistakes (Baukens, 2017).
Collaboration of projects:I have learnt many important aspects of project collaboration. The project collaboration indicates taking part in making decision by brainstorming or providing value. It happens with a group that has a common goal. If I participate in project collaboration it will help me to discover my ability and talent. It will help to improve my skills by sharing thoughts, interactions and learning new things every day. It will also help to get speedy solution of any problem. I need to learn about much project management software and all other digital communication skills.
Research and Search:I have come to know that research much usefulness in our life. It gives us clearer viewpoint in every topic. If I have assigned a small number of ideas the research allows us to have a lot more of those ideas. It helps me to gain larger understanding of the topic and quick knowledge. Quick and effective data searching is also very much needed in internet or in company archives. 

Figure: Workplace data handling
Source: (Askov, 2012)
[bookmark: _GoBack]Digital Courtesy: I came to know that there is much digital etiquette which is some doable and non-doable things that people can or cannot perform in the workplace. In emailing there are some known and accepted format that I need to use otherwise some problem can occur. Similarly in case of social networking some courtesies needed to be maintained. The internal information should be dealt carefully. 
Flexibility: In this course I came to know that the flexibility of the performance is the ability to move from one digital device to another without that much of a problem. There are many digital devices that are used to manage and interpret data and to give efficient result. It can be smart phone, computer, tablets etc. I cannot do well as an employee if the devices I use are not as flexible as needed to be. I should be able to sync data in all the devices in anytime and this will give me the advantage of losing time and be efficient. 
Privacy and Security:In business there are many kinds of risk available. In case of information the risk of information theft is present. I have learnt some specific ways through which information risk can be minimized. In case of managing privacy, I need to follow the international privacy laws. To secure large amount of confidential information end to end encryption technology will be followed (Topchik, 2012). 
Source:
Determine skill requirements: Skills required for digital data handling are mentioned earlier. Required skills include creation of document, collaboration of process, research and search, digital courtesy, flexibility and privacy and security. All these skills are supported by some software and equipment skills. 
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This report presents an overview on the digital workplace skills with other criteria. The report showed how I will do the appropriate use of techniques to improve the efficiency of the workforce. The report also contains some points that help to improve employability. We have seen many sources of information that includes several websites which will help to improve digital skills in several ways. The competencies which are needed in workplace data handling are also discussed where collaboration, digital courtesy, flexibility, research and privacy included. 
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