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Introduction:
Employability skills are one of the essential parts of professional life often ignored by the majority. Employment skills, soft skills, work-readiness skills, and fundamental skills are all terms used to describe employability abilities. They may help you execute your job more successfully by improving your performance, reducing mistakes, and encouraging cooperation with your colleagues. During this module, one can learn several development skills to become employable. The skills were taught in such a way that they had applicable tools for learning these skills. This report is discussed over Gibb’s reflective circle; it evaluates the learnings from the module. 
Employability Skills:
Time Management:
Time management is very essential since it enables you to plan your job correctly where you can achieve desired objectives. When you want to acquire employment, for instance, you'll require time to update your curriculum vitae, look for employment options, apply, research organizations, and prepare for interviews. Leaving aside particular amounts of time each day will assist you in completing the tasks essential to getting employment. It includes a variety of skills that assists in managing time among all these variations some of them are important to look upon: (Indeed, 2018)
DO:
Organization: Being well-organized helps in maintaining a clear picture of any aligned task, by this, it can also refer to maintaining a to-do list or an updated calendar. Having an organized environment or maintaining notes can also refer to as an organization.
Prioritization: Maintaining a priority list helps in managing time. You could opt to start with quick, uncomplicated tasks and work your way up to longer, more intricate tasks. However, you may begin with more time-sensitive jobs and work your way down, or a mix of both.
Goal Setting: Setting some goals to achieve any target will help secure the extra time of planning and to evaluate at the action time. Developing both short and long-term objectives may help you achieve job success.
Planning:  It is an important aspect of time management. Sticking to your schedule will be easier if you plan out your day, meetings, and how you'll get things done efficiently.
DEFER:
Temporarily pause a task on low priority, and schedule it when you are done with the priorities. E.g. new project proposals.
DELEGATE:
Reassign an important task to any other individual in coordination. For. eg. that task that doesn’t require your expertise specifically.
DELETE:
Remove all of the unwanted and unnecessary tasks from your to-do list to save time and move on. For e.g. unimportant meetings. 

Written Communication Skills:
Written communication entails personalization, effectively and precisely using words; developing a coherent argument; drafting, revising, and summarizing notes; and creating reports.
Written communication has three key components: 
1) The layout of the content is referred to as structure.
2) How it is written is known as style. 
3) What you're writing about is called content.
Learning structure and layout is pretty simple, but learning how to generate high-quality content is significantly more difficult. (Blackburn, n.d.)
Structuring:
Whether you're writing a dissertation, an essay, a job application letter, or a CV, a proper structure can help you explain yourself more effectively. The strategies listed below may assist you in structuring your writing:
· Before you begin to write, explain your ideas and the objective of your message. Transparency is more crucial than flair in business interactions.
· Make a list of the main arguments, facts, and topics.
· Make a reasonable sequence for what you're going to say.
· Make a solid start and finish to your essay. The first will leave a lasting pleasant impact on the reader; the latter will linger in their minds long after they have done reading.
· Instead of big, aimless paragraphs and phrases, use short ones. Keep each paragraph to one topic and start with your main argument, then add credible sources.
· Add headers, subheadings, and bullet points to make crucial ideas stand out. This allows your reader to skim the content for the essential elements fast.
You’ll probably make your initial contact with a potential employer in writing. Employers examine not whatever You've to offer regarding you, your talents, and your career on job applications, Curriculum vitae, and cover letters, and also HOW you express it vocally. (Blackburn, n.d.)
Critical thinking skills:
There are several critical thinking frameworks available. Critical thinking is a broad term for a multidimensional talent that entails problem-solving in the face of ambiguous data. Pearson has characterized critical thinking as consisting of four main abilities based on the literature:
1. systems analysis: the capacity to figure out how variables in a system interact; 
2. argument analysis: the capacity to infer logical conclusions from evidence or assertions.
3. creation: the capacity to build a strategy, theory, technique, or argument based on a synthesis of evidence (the product made goes beyond the available knowledge);
4. assessment: the capacity to assess the effectiveness of methods or solutions. A set of criteria or a particular framework is used to evaluate criticism or work output.
According to research, focusing on critical-thinking abilities is beneficial for various reasons: Individuals with stronger critical-thinking abilities are more equipped for the job. Developing critical-thinking abilities in pupils might help them achieve better academic results in writing and reasoning. Critical thinking is in great demand by large businesses because it produces better real-world results, higher rates of political involvement, and effective decision-making and assessment in actual life.
Digital Skills:
There seems to be no escaping the fact that we live in an internet age. Computers are at the center of so many of our daily activities, and it's challenging to find a job description these days that just doesn't feature some kind of "computer skills" as a required ability. The Digital lacking should not be seen as a threat. Instead, it is a chance for individuals of all ages – not just teenagers – to enter a new industry or improve their existing one. Because half of all British IT instructors lack a post-A-level certificate in IT, schools are on the lookout for teachers with any form of computing-related degree4. In the present economic context, having digital skills was no more profitable. Some of the skills are highlighted as (Digital et al, 2021)
Communication: We utilize new tech in a variety of forms of communication with one another. You probably do it daily without even realizing it! Interacting online includes emailing your employer, sharing a beautiful pet video on Facebook, and joining the family WhatsApp discussion. This ability also involves the skill to make documents and share them with the receiver. You may produce a part of published material with MS. Word Documents or a similar program, then share it with somebody else by email or Google Documents. For example, I'm writing this piece in Microsoft Word right now, and when it's completed, I'll send it to my publisher as an attachment.
Handling Information & Content: The text, photos, movies, and other materials we see all around us are referred to as "content." You should be able to discover the material you need online and interact with it positively to demonstrate this talent. Using search engines like Google to discover information, saving and organizing data on your gadget or the cloud, and streaming music and video from legal sources like Netflix or Spotify are examples of this. You may need to locate data for a colleague or safely communicate it with them during work. You might also want to synchronize your devices so that precise data, like your schedule, is accessible on both your computers and your smartphone.
Problem Solving: There is an assortment of ways that computerized innovation might assist us with tackling issues. In case you've at any point utilized Google to resolve contention, watched a YouTube video to figure out how to accomplish something, or had Excel do your math for you, you've used the web to tackle issues. It is an essential skill for a professional. It is often used at the managerial level, to solve any problem. When stuck on a task, you can browse the internet for relevant data, use online information help platforms, or ask people across the globe on platforms like Quora. (Ammy, 2021)
Digital skills have created separate domains as well. Programming is a career that is connected to all of these phrases and is a rising business, but it is not the only one that needs digital abilities. These keywords are connected with vocations such as marketing, customer service, retail, management, writing, and selling, all of which may need digital abilities. In other words, it's reasonable to expect that practically all employment will demand some degree of digital proficiency. Even if they don't, job seekers should protect themselves from the growing demand for technological skillsets. (Digital et al, 2021)
Team Working Skill:
No matter what business you work in or what job title you have, teamwork skills are critical to your success. Working effectively with customers, colleagues, bosses, and other coworkers may help you finish things more quickly while also creating a pleasant atmosphere for yourself and others. A wholesome, moderate workplace is often one that stresses excellent cooperation skills. When group members work with each other in cooperation and cohesion to accomplish a shared objective, this is referred to as teamwork. Personal skills and knowledge and aspirations will not assist achieve success in any job in today's fast-changing technology-based work environment. The following are some of the advantages of working in a group: (Indeed, 2019)
Efficiency: A variety of skills may be required to do a certain job inside a company. No one individual may have all of the skills. Teamwork aids in the distribution of duties based on individual capabilities. The efficiency and production of each worker are both improved as a result of this work-sharing arrangement.
Freedom: When a group of individuals works together to solve a problem, they have more latitude to take risks and investigate more solutions.
Opportunities: Teamwork provides extra possibilities to discuss and brainstorm for new ideas and feasible solutions to an issue or to complete a task. It provides a new way for people to learn from one other's mistakes and successes. (Indeed, 2019)
Conclusion:
The module highlighted all the aspects of employability skills. The skillset described and taught in this module was precise for better understanding and descriptive enough for implementation, all the models were practically discussed using different methods like 4-D. There will undoubtedly be a large variety of abilities that employers will find beneficial. Individually of us has our own set of abilities, and as a result, we can each contribute something unique to any organization. It's critical to understand how to recognize and use your abilities. The taught skill set will be useful for the learners in future employment. 
The main difficulties ahead are guaranteeing that instructors are sufficiently prepared to show these abilities and that appropriate and reliable assessment and revealing systems are accessible and applied. Working on educators' capacity to help employability abilities will likewise work on students' capacity to draw in with the idea of employability abilities and move what they've realized all through preparing for their future business. Industry mediation, perhaps using industry abilities chambers, is needed to guarantee consistency in announcing and appraisal norms across preparing programs. At last, the functional meaning of employability abilities is important to advance the crucial job of employability abilities in the present preparing field, one that can be utilized by both industry and specialists with an equivalent arrangement.
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