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Introduction:
It is important to increase the employability skills of an individual in academic life. Employability skills are more effective and essential for an individual that reflects personal qualities and values to make progress in the workplace. There are different employability skills does need to increase from the academic life such as time management is, note-taking skills, written communication skills, critical thinking, presentation, digital, team working and some other related skills that are effective in the working life in future 
Time management skills
Time management is one of the key skills for a student that needs to grow that is more effective in future as an employability skill too. It helps to manage the time and make individuals more productive to make solid use of theme and reduce waste of time as giving the tight value to the time. It is also effective to use the time management theory or model. 4Ds time management is one of the key practices that can adapt to improve time management skills. 4Ds concerned with 4 major components like Do, Defer, Delegate and Delete. This model starts with the do category that shows works with the highest priority that cannot be altered and have to do now. For example, Int eh business, answering the email, renting the reprocess retiring the phone call are engaging with the do list that shows the urgency of the response. Defer is the second concept of the 4Ds model that shows work can be paused for a certain time but have to be finished quickly. There is a certain deadline of the tasks that do need to concern with this category. It shows work can be delayed but have to complete like a new project idea need to generate while it can be some delay in entering the project idea as different analysis need to be done to set the project idea. Delegations are the next phase that shows reassign the essential task. There are some tasks in the working time that can be shared with other person or reassigned task to the other colleague or employees that shows the delegation. It helps to give more focus to the urgent tasks with more attention and also make better progress of time management. Some tasks can be delta from the list. It is important o understand the importance of each task and set the strategy to divide the task into different categories. Different unnecessary mail meetings can beetleweed form the activity list that helps to make an effective attachment with time management skills (Cranmer, 2006)
This 4D model helps to make effective time management where it helps to set the goal for the employee or management can set the goal and share the task with the right person. It also helps to understand the time limits to complete the tasks. It suggests employees understand the resource that needs to complete the tasks and delegation of work to reach potential growth. It also helps to avoid stress and make better plans to reach higher sustainability to reach further growth. It is also effective to set reminders of timing for the tasks and use different technology as employees or students can use the Google calendars to set the target and get reminders over the task, plan the data, plan the weekly tasks, organize all the resources to ensure better growth of time management. Time lost cannot be recovered so it is more important to make the effecting schedule and control over the tasks to reach the best output from the tasks 
Note-taking skills
Note-taking is one of the effective skills that need to develop by an individual that helps to prepare an individual for the tests and gives more concentration to the class. It increases the knowledge and also make the effective revision of the content later by using the note-taking papers (Mithun, 2020). It helps to get strength back up and reinforce memory and as it runs with well-developed notes to make further use of the learning. There are different note-taking methods and strategies that learners can use. Cornell note-taking methods are one of the most practised and effective notes taking a model that learners can use. This method shows the importance of using short sentences rather than writing a long sentence and brief disunion in the note-taking time. There are a couple of colon and row does the method shows. It started with the record section that shows during the lecture or in the matting time, learners or participants need to record the lecture by using concise sentences that show the summary of the large sentences. The second lard that shows in the left part of the paper should show the question list. After finishing the lecture, it is high time to formulate the question over the lecture by the participants. These questions should be related to the topic discussed. It is also effective to clarify meaning, reveal the relationship, making strong Emory and depth learning over the content. The third part shows the recitation. It covers the column with the question from part 2 and tries to make answer to these questions in short sentences of writing a few words with own reflective words to make sharp memory over the content (Hughes, 2006). The next part is reflection. In this part, the writer should reflect on the content by reflecting over the whole lecture with their view. It can define the importance of the fact, how to apply the fact in future time, how the things can be fit and the background of the fact. In the last section, there should be a certain review that shows spending the time to review all notes that were previously taken. There is an irritant time frame that needs to be set to review the notes. Every week whole previous note should review once that increase memory and development of the study. It is one of the proper methods that learners can use to take the notes and make further use for the future purpose 
Written communication skills
Written communication is one of the key skills that does need to develop by a student and also for employees. It is one of the handy employability skills for all employees. There are different forms and stages in the workplace place, need to use Written communication. To ensure proper paper works, making written communication, sending email, letters, sharing rules and regulations and all the issues are having interaction with the written communication. There are different elements does Written communication is having that need to be concern to make higher performance by adapting Written communication skills (Morley, 2007)
It starts with the clarity that helps the reader to get an effective understanding of the concept. For example, to implement a new policy Written communication is an obvious issue that shows the policy, rules and regulations and the changes that are offered by the business for making future progress. It is important to run the clarified written communication that shows the effective understanding of the radars over the content. The writer needs to use the simple anagoge but they should be strict with concrete and specific information in the written communication to make strong understanding over the concept to the reader. Conciseness is another major element of written communication that shows writer should create the content concise that helps the reader to jump to the key point directly and get a well understanding of the meaning and importance of the written communication (Hughes, 2006). If the article becomes large and not concise with the potion and clues it is hard for the reader to understand the content and take more time to understand it. The tone is one of the effective elements of written communication that shows the voice of writing. Writing is having a certain voice and it is important to do formal writing. Words should be formal and friendly that is more motivated and understanding for all the people. In Written communication, it is important to use the active voice rather than passive choices (HerrmannK, 2006). It helps to make an effective flow of communication and make a better understanding of readers over the content. In formal writing and written communication need to concern about the grammar and punctuation format. It is more effective to follow the right grammar and punctuation that helps to make proper expression over the sentences and make it easy to understand for the reader. The writer should have been concern abbot the goal of writing before start writing over the content and also should include the things that they know pearly with the logical term 
Presentation skill
Presentation skill is one of the key employability skills that need to increase by a student and for an employer to present their learning, ideas and understanding over certain topics and factors. It is more challenging to make an attachment with audiences in the presentation and ensure better progress (Hentz, 2006). It is also effective to use a certain design of slides and also should be concerned over the voice and body language at the time of presentation. There are different steps does need to follow in presentation skills. It is also effective to understand the informative approaches in the presentation that show the time management skill in presentation. To do the speech or presentation there are certain time limits does need to be concern by the individual. Students or employees can segment all the tasks in the presentation and also delegate eth time for each segment and make proper time management to make better growth. It is also effective to use the cause and effect of the concept (Cyphert, 2007). It helps o explain the fact with more depth analysis and research and also reflect with own words to make an effective presentation over the concept. Body language is playing a crucial issue that showing positive body language helps to teach with people as the audience in the presentation time. The presenter also need to be ready to answer the question at the end of the presentation and should concert over the positive and friendly tone in the presentation and in answering the question time (Aristotle, 2014)
Personal development plan
	Skills 
	Lacking’s 
	How to improve 
	When to improve 

	Time management skills 
	Lack of time management skills because of less knowledge over the 4Ds and different time management strategy and model before the ethic course 

	It is important to use 4Ds time management skills and also develop learning over the time management skills and components 


	Within 3 weeks of time 


	Research skills 
	Lack of knowledge over referencing in plagiarism 

	It is important to grow skills and understanding over the data collection, referencing in plagiarism use and improve the ability of paraphrasing too

	Within 1 month 
 


	Communication skills 
	Having lacking in non-verbal language

	Need to check different tutorials of presentation skills, improve body langue and customer interaction skills. Need to improve the team management skills by using different training and keep communicating with others 

	Within 1.5 month 
 




  
 
Conclusion
This paper describes different employability skill that is more effective for a certain individual to make further growth of their learning and make effective appearances in the working place. Using 4Ds helps to make solid time management that is key practice and skill doe shells to make strong progress and attachment with the working attributes. Right presentation skills, written communication skills using Cornel method of note-taking also increase the potential of each invidiously that helps to reach the higher growth and manage the environment with better approaches to reach goals 
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