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Introduction:
[bookmark: _GoBack]It is more important to increase employability skills where every student needs to concern over the employability skill to ensure better attachment in the working environment. There are different employability skills does having that need to develop such as time management skills, note-taking, written communication, critical thinking, technology-based skills, planning and organization skills, conflcit management, team working skills etc. There are different theories and models does provide the right support to all the employability skills. This paper aims to describe different employability skill that is more effective and attached to reach the future goal in the working environment
Time management skills
Students and employees are facing different difficulties in terms of time management. It reflects the poor performance of individuals. In the working environment, as an employer, it is more important for making effective time management. There are different theories and model that provides the right support to do effective time management. 4Ds time management is one of them. It is having 4 features like Do, Defer, Delegate and Delete. All of these are having certain importance and specification that individuals need to understand to do better time management.
‘Do’ is the first concept that shows the urgency of work. It shows the work on the task that takes a few minutes to be done and understanding the importance of the work. These tasks are having no option to delay or delete and transfer the task to others. Answering the gone call and providing feedback over the email is effective for the employees to make effective growth of communication. Defer in the next part that shows the work can be paused for a certain time that shows less urgency and can be handled right after. For example, the project might be extended so the project manage to postpone some tasks to give higher concern and manage the works. Delegate is the term that shows product management can reassign the tasks to any other employee. It is one of the effective strategies of time management where the new person with receiving the responsibility right after reassigning the task and until the last minute existing person is having full responsibility for the task. Delegate is another term that shows managers need to say no to the cluttered work. Different junk mail can be received by the manager and they should not spend any time to reply these or think about these (Bryan, 2018)
Note-taking skills
Taking notes is playing an effective role for all the learners that shows quote the important sentences and ideas in the class time or meeting time. It is important to follow the right structure and approach that will be more effective to draw the mind map, make solid understanding and better use of the context later. Different note-taking methods are available. The Cornell method is one of them. It is a combined method that helps to do effective note-taking, organizing and reviewing the notes too. Cornell University introduces this method in 1950 (Mithun, 2020). Learners need to derive the paper into different two columns and a row at the bottom of the page. Page layout is the major considering issue from this method of note-taking. The main feature of the Cornell note-taking method is cue column, note-taking area and cue columns. A note-taking area that records the lecture with meaningful sentences. The cue column shows the best way to recite, review and reflect over the total note. The summary shows sums up whole notes in the bottom row with specific sentences. It starts with records during the lecture that the method also describes as 5s. It starts with this record part where the student needs to record the lecture with the keyword in the right part of the page. Certain questions need to write just after the lecture (Messum, 2016). Questions need to be related and that helps to clarify the meaning and make an effective relationship. Recite is the next phase that cores the column with the question and makes the possible answer to these questions. Reflection shows student should ask their own to reflect understanding. The student needs to understand the things that happen, why and how it happens, it influences, how to interpret this in future where students or learners can use Gibbs reflection model to structure this. Review is the last stage that shows learner should review the notes weekly to keep it effective memorization

Written communication skills
Written communication is one of the effective employability skills that need to be concerned by each learner. In the working place, most of the communication is done under written communication. Paperwork is important to keep a record and also ensure better management of all the works and get higher efficiency from the world. Different approaches need to take to improve written communication skills. At the beginning of writing, the writer needs to understand and set the goal of writing. Different purposes of writing do need different structures. For example, the report format is different from the essay format. Report format should show the literature revise, analysis, data collection method, finishing, recommendation over the aim that sets at the beginning. On the other hand, an essay formal starts based on a certain statement and make continuous discussion over the concept. The writer also needs to use the outlines of writing forms. It helps to organize the thoughts and determine the information organized to make the best approaches to written communication. Written communication also need to be attached with formal and professional structure. Edit need to offer in the written communication to ensure the writing is formal and concerned over the grammar rules too (Coper, 1998).
The writer needs to be concerned about clarity in written communication. It shows readers should understand the writing and concept easily. The writer should use formal and easy language to make things understandable for the reader. They should not use any complex words and sentences. Writing should not be elaborating a lot and it should be concise to make it easier to understand and make decisions or feedback over the writing content (Davies, 2006). Writing tone needs to be formal and also active voice need to use to make more interaction with the reader
Team working skills
Team working skills is one of the effective employability skills because in the working place, many employees are working on a project as a team and it is effective to understand the concept of team working and make better-organized practices to rich the sustainability. It is effective to know the goal of the team and all the team members should get shaded of the common goal by the team leader. The team leader should become the team member that can be selected by the management or can become from the team. It is important to share a common goal with all the team members. After that, it is more important to clarify roles and responsibilities to each employee. It helps to share responsibilities and make attachments of all the employees or team members with the shared goal. The right direction needs to provide by the team leader where team leaders should play the leadership role. It is also effective to manage the time efficiency and set a positive mindset to face the challenges and also establish betterment to reach the success margin. It is important to run the right communication method between all the employees and the team members that is more effective to reach the higher growth
Presentation skills
Presentation skills help to present own understanding and are more innovative over the concept and reflect on individuals. It is the best mode of making interpersonal communication that shows one to one and one to group interaction. To propose or presenting own understanding of a certain issue that helps to reflect with better presentation skills. It also else to build the morale of the individual. It is important to know the audience expectation and also plan for further presentation. The presenter should reduce the miscommunication and should run a concise and clear presentation with simple and active sentences that help to ensure better growth of communication (Hentz, 2006)
There is a certain purpose that needs to be concerned by the presenter to develop a better presentation. The presenter should do a pre-assessment of the audience that shows define the characteristics and expectations of the audience from the presentation. It is also important to give more concern over the body language that needs to be positive and formal. It is also effective for the presenter to maintain the right body language, formal words, keep tidy and concise slides to do ureter presentation (Blaszczynski & Green, 2010)

Research skills
Research is one of the key skills that need to develop by an individual. It shows employers in the organization need to do solid research before making the decision. Before making the final decision, it is more important to use the proper research strategy to define the concept and make the decision. It starts with critical thinking where employees or managers should apply critical think Gina process over the concept. For example, to make market expansion, further research needs to run over the target market and suitability with the current products and services does the business is offering. It shows critical thinking. Data coercion and use is the key issue that shows target market data need to collect and also validate the data before making final use. After data validation managers nice identifies the scopes and limitation does the business is having to make expansion of the market. They also need do concern about the problem-solving approaches. It shows the base practice over creativity and also makes logic and reasoning over the concept. Data collection, conceptual thinking, reflection over the content and feedback is more effective to make further problem-solving approaches. Data collection, analysis and use skills need to generate that is more effective to make further progress of research and reach goals and objective of the research 
 
[bookmark: _Toc89711696]Personal development plan
	Factors 
	Limitations 
	Way to improve 
	Time frame 

	Communication skills 
	Running with the introvert character that makes impact on exposing myself. 

	It is important to make relation with different people. Should work more over team management and team working. Need to increase listening and improve public speaking terms 

	1 month 


	Research skills 
	Lack of experience in primary research 

	Need to improve the skill development over the data collection process. It is also important to increase thoughts over working ethics and integrity too. Using SMART objectives skills need to learn quickly 

	Under 1.5 month 


	Team working skills 
	Lack of leadership, lack of goal confusion 
	 It is important to develop the teamwork skills and also need to increase the goal setting, working to reach the goal and ensure better management 
	Within 3 weeks of time



[bookmark: _Toc89711697]Conclusion 
There are different skills that analysed in this paper that helps to reflect over the own perception over employability skills. It is important to use better theories and model relates with time management, note-taking, research approaches, team working and presentation to reach higher employability skills and make best use of these in future. 
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