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Introduction: From this report we can learn many things digital and how to make research of this methods. Digital technology is very much effective for an organization and completing the organizational task. An organization need different types of technology for doing different types of things. When an organization need to complete a complex work then it can try to take the help of new technology (Berry, G. R. 2011).  
1. Evaluate the appropriate use of contemporary technique to improve workplace efficiency and employability.
Techniques to improve workplace efficiency:
There are different technique that helps to improve the efficiency of the employee. An employee can achieve the ability of doing work by following different technique. Techniques helps a person to solve different problems by following different techniques. The different technique by that an employee can improve the workplace efficiency that are given below:
Meet at your own risk: Sometimes risk can be came from the workplace than will be better to meet your own face and arrange a face to face communication for solving that problems. But sometimes face to face meeting cannot provide a better solution. So, don’t arrange a meeting without benefit. If you can be sure that there is a benefit by arrange a face to face meeting then you can arrange the meeting. By this technique you can improve the workplace efficiency.
Don’t take different types of task too far: You should know the multi task through the technology. One can provide mail and the business related information through the help of the technology but it will be very good to provide the task related practical assignment so that he can increase the productivity of doing different types of work. But if one provide lots of equipment for learning something that will be time consuming and he cannot understand his task properly. So one can use this technique to improve the efficiency of his workplace (Berry, G. R. 2011).
Prioritize task each day:  A person should give priority of his all of work and he should make a work plane for doing the work of one day. A person should select the most important task to less important task then he should do one day’s work as the list he make before doing the work. He should work in a planned way and he should avoid the work that no need to do. By this process one can improve the efficiency of the workplace.
  Be honest: One should be very honest about his work and what should he do that he should select and what should avoid that should make clear. The person should be very honest about his distractions and he have to evaluate his distraction. By this way a person can improve the efficiency of the work place and it will help him to improve the quality of the work that is done by him.
Promote wellness: wellness can be promoted by providing the incentives among the employees. Think about the importance of employee satisfaction and try to satisfy the employee in different way. Sometimes praise can make an employee satisfied. It is the different way to make the workplace effective for working (Berry, G. R. 2011).
These are the different technique that helps an employee or organization to improve the effectiveness of the workplace or organization.
Contemporary techniques to improve employability:
There are different technique to improve the employability. An employee’s ability can improve by following different technique. An employee’s ability should improve because in different time employee can face different difficult situation and for solving all the situation a person should increase his ability to do work in a better way and very quickly. The different technique that can improve the employability that are as follows:
Advanced the education: For improving the work ability an employee should improve the education about different topic and try to know different things by take training. A person can be more knowledgeable by attending in a training program and it is very much important to increase the knowledge of one person by different way and make the education advanced (Leiter, M. 2013).
Get organized: An employee should get organized for improving his ability and capacity of doing work. An employee should do the organizational work practically and learn different new things that he can face in future. An employee should be very conscious about his learning and he should think about what he learn, from where he learn and how can he use them in the organizational work. One should learn different things about the organizational work and after that he can improve his employability.
Learn teamwork skill: An employee can learn the team work skill for improving his capability. How to work in a team and what to do for doing the team work. For increasing the skill about team work an employee have to increase his knowledge about team and team work. By increasing the skill of team work an employee can improve his employability (Leiter, M. 2013).
Improve the communication:  Communication is the most important way of increasing one’s ability. For increasing the ability of communication one can improve his ability, capability, knowledge and other things too. An employee should improve his communication with different people or organizational people and by that way a person can improve his employability.
Become self-motivated: A person should be self-motivated because without motivation a person cannot do a simple task. One should get motivation from his own mind because if he think that he can do the difficult task and try to do the task again and again then he can be able to do the work. Self-motivation is a very important for improving a person’s ability, capability and knowledge and power to do different things. 
Professionalism: Professionalism is the most important factor for improving one’s capability. An employee should achieve professionalism for doing the organizational task very better way because without professionalism a person cannot improve his skill about the professional task and other task of the organization (Leiter, M. 2013).
These are the technique that helps a person to improve his capacity of doing very difficult work of the organization. For achieving the employability a person should follow the above techniques and should use them in their work life that will help him to improve his employability.
2. Identify and evaluate and evaluate a range of information sources.
An employee or a person should identify different types of information that he need for completion the organizational work or learning something after identifying different information from different sector a person should evaluate the information. Identify and evaluate information can help a person to learn different things and use the information in his working life.
Identify a range of information sources:
There are different information sources from that a person or an employee can collect and learn about different information. The information that helps an employee to do different complex task that should identify by the person. The different sources of identify a range of information are given below:
Radio: Radio is the source of identify information about the business perspective. A person can identify and collect information and learnt many organizational things by the radio and radio help the person to identify different types of information. So, it is a better source of collect and identify different information.
Television: Television is the other source of identifying information. The employee or person can watch also by listening the information that he want to identify. Television is the better way of identify the information that is related with the business (Aubé, C., & Rousseau, V. 2011). 
Online: The other way of identify information sources is internet. Through the internet a person can identify lots of information. Internet is the most popular sector nowadays for identifying different information. But in internet there are false information too. A person should be very careful when he collect or identify different information from the source of internet.
Newspaper: Newspaper can be the source of identifying information. A person can identify the information that he need from the source of newspaper because in newspaper there are varieties of information. For identifying information from the source of newspaper a person should read the newspaper regularly (Aubé, C., & Rousseau, V. 2011).
Other sources: There are also some other ways or sources of identifying information. The sources can be different types of social media and also many other sectors.
These are the sources of identifying a range of information. A person or an employee can use these sources of information for identifying.
Effectively evaluate arrange of information sources:
A person can effectively evaluate the source of information that he identify before. For effectively evaluating the source of information a person. For evaluating the sources of information a person should do something. The things that a person should do that are as follows:
Authority: the authority means the expat person who can help to evaluate the source. By the help of authority a person can know about the source of information and effectively evaluate the source of information (Holmes, J., & Stubbe, M. 2015).
Coverage: By the help of coverage the person can know about the database time, period, and geography of the scope of information. A person can know about the source of information time period by the help of database and this method is the coverage method.
Objectivity: In this system a person can be able to know about the objective of the source of information. By this system the objectivity of the source of information can help the person to know what he want from the information sources.
Accuracy: The person who need the information and want to effectively evaluate the information that should be accurate. The accuracy of the information source help the person to effectively evaluate the information sources. So, it is very much important to find the accuracy of the information sources for effectively evaluate the information sources (Holmes, J., & Stubbe, M. 2015).
These are the process from that a person can effectively evaluate the information sources. It is very much important for a person to successfully identify the source of information and effectively evaluate the information source.
3. Show a competence in workplace data handling.
Competence is a very necessary part of work place. In the work place an organization the competences. Competence can be happened in the organization to organization and competence can also be happened among the employees. An employee need the competence when he handle the data of the work place different employee need to handle different part. Now the competence in workplace data handling are given below:
[image: ]
From the above picture we can get the idea of competence. From the above process one can handle the data of the work place.
Unconscious competence: In this type of competence the person have the competence and he have the ability of doing something but he is not conscious about his competences that means he have the competence but he does not use the competence in the right way (Holmes, J., & Stubbe, M. 2015).
Conscious competences: In this way the person have the ability of competence and get idea about being conscious when he show the competence. So, it is very much better to be very conscious about the competence. In this sector employee have the ability of handling data properly. So, this stage is very effective for the organization.
Conscious incompetence: That means the person is very much conscious but he don’t have the ability of achieving competence. This stage is wrong for the person and does not be able to handle the data of the workplace.
Unconscious Incompetence: Unconscious incompetence means the person does not have any consciousness about his work and he is not capable of making competence. In this step the person cannot handle the data of the work place.
In the above all information we can know that the person have the competence and very conscious about the competences he can handle the data of the workplace. The person will very effective for the organization who is very much conscious and have the ability of competence (Holmes, J., & Stubbe, M. 2015). 
Conclusion: From the above information we learn different things about a person’s ability and the techniques that an organization can follow for being more effective in the work place and how can an employee achieve the employability. We also get idea about different method of increasing skill, effectiveness and how to be very much potential in the workplace. So, we can say this information is very much necessary for a person to improve himself, skill, knowledge and also other things.
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