EMPLOYABILITY SKILL-1
EMPLOYABILITY SKILL:
While there will always be job-specific skills that an employer is looking for, most employers will also want you to have some general skills. These general job skills are sometimes called "employability skills".

Having employability skills can help you get a job. They can also help you stay in a job and work your way to the top. If you score a job interview, chances are you'll be asked questions about your job-specific skills and your employability skills.

Generally speaking, there are eight skills that employers want you to have, no matter what industry you’re working in.​
1. Communication

Depending on the job, communication is about being a good talker or a good writer. It involves being confident about speaking to people (face-to-face or over the phone). It also involves writing well enough to be understood in emails and memos.

Examples of ways that you can develop or improve your communication skills include:

writing assignments and reports as part of your studies

blogging or using social media

making oral presentations as part of your class work

working in customer service (face-to-face or on the phone)

volunteering to host a community radio program.

2. Teamwork

Teamwork means being good at working with people - both the people you work with and other people that come into contact with your organisation.

Examples of ways that you can develop or improve your teamwork skills include:

doing group assignments as part of your studies

volunteering for a community organisation

thinking about how you can work better with other people at your workplace

joining a local sporting team.

3. Problem solving

Problem solving is about being able to find solutions when faced with difficulties or setbacks. Even if you can’t think of a solution straight away, you need to have a logical process for figuring things out.

Examples of ways you can develop or improve your problem solving skills include:

doing research assignments as part of your studies

dealing with complaints at your workplace

doing a study skills course that looks at problem solving

talking to other people about how they solved the problems they faced.

4. Initiative and enterprise

Initiative and enterprise are about being able to think creatively and to make improvements to the way things are. They're also about looking at the bigger picture and how the way you work fits into that.

Examples of ways you can develop or improve your initiative and enterprise skills include:

approaching organisations and businesses about work placements or internships

setting up a fundraiser in your community

making or proposing changes to the way a group you belong to does things.

5. Planning and organising

Planning and organising are about things like working out what is required to get a job done, and then working out when and how you'll do it. They're also about things like developing project timelines and meeting deadlines.

Examples of ways you can develop or improve your planning and organising skills include:

developing a study timetable and sticking to it

organising some independent travel

managing your time around work, study and family commitments

helping to organise a community event

doing chores regularly around your home.

6. Self-management

Self-management is about getting on with your work without someone having to check up on you every five minutes. You should also be able to stay on top of your own deadlines and be able to delegate tasks to other people to make sure things get done on time.

Examples of ways that you can develop or improve your self-management skills include:

doing a work experience placement or internship

asking for new responsibilities at work

developing a study schedule and sticking to it

joining a volunteer organisation.

7. Learning

Learning is about wanting to understand new things and being able to pick them up quickly. It's also about being able to take on new tasks and to adapt when the way things are done in the workplace change.

Examples of ways to develop or improve your learning skills include:

doing a short course or online course

doing some research into learning skills and learner types

starting a new hobby

joining a sporting or volunteer group.

8. Technology

General technology skills that employers want include things like being able to use a computer for word processing and sending email, or knowing how to use a photocopier.

Some more specific technology skills relate to software, like using social media, working with design or video editing software or knowing programming languages. Other technology skills relate to hardware, like knowing how to use EFTPOS, a cash register, a photocopier or scanner, a camera or a recording studio.

Examples of ways to develop or improve your technology skills include:

doing a short course or online course

asking for extra training at work

finding out what technology is used in the job you want and researching its use

identifying the technology you're already using in your day-to-day life.

	VERBAL COMMUNICATION
	1
	Able to express your ideas clearly and confidently in speech

	TEAMWORK
	2
	Work confidently within a group

	COMMERCIAL AWARENESS
	3
	Understand the commercial realities affecting the organisation.

	ANALYSING & INVESTIGATING
	4
	Gather information systematically to establish facts & principles. Problem solving.

	INITIATIVE/SELF MOTIVATION
	5
	Able to act on initiative, identify opportunities & proactive in putting forward ideas & solutions

	DRIVE
	6
	Determination to get things done. Make things happen & constantly looking for better ways of doing things.

	WRITTEN COMMUNICATION
	7
	Able to express yourself clearly in writing

	PLANNING & ORGANISING
	8
	Able to plan activities & carry them through effectively

	FLEXIBILITY
	9
	Adapt successfully to changing situations & environments

	TIME MANAGEMENT
	10
	Manage time effectively, prioritising tasks and able to work to deadlines.


Business correspondence:
Business correspondence means the exchange of information in a written format for the process of business activities. Business correspondence can take place between organizations, within organizations or between the customers and the organization. The correspondence refers to the written communication between persons. Hence oral communication or face to face communication is not a business correspondence. 

Types of correspondence

Business letter is the most formal method of communication following specific formats. They are addressed to a particular person or organization. A good business letter follows the seven C's of communication. The different types of business letters used based on their context are as follows,

Letters of inquiry

Letters of claim/complaints

Letters of application

Letters of approval/dismissal

Letters of recommendations

Letters of promise.

Official letters can be handwritten or printed. Modernisation has led to the usage of new means of business correspondence such as E-mail and Fax.
Email

Email is the latest formal method of business communication. It is the most widely used method of written communication usually done in a conversational style. It is used when there is a need to communicate to large audience in an organization.

JOB APPLICATION.RESUME


A resume is undoubtedly the most important document that is needed in a job application or an application for an educational course etc. Thus a resume must be very professional looking and should have a strictly formal format and tone. Well -crafted and detailed Resume Templates  can help one get a job as it makes the first impression on the recruiter. A resume template is a ready to use resume which can be customized by anyone to create their own personal resume.  The template is provided with all the basic headings and comes with a pre-formatted structure as well. 

Curriculum-Vitae

Name         :Amit Kumar

DOB           :7th-jun-1997                                                         

Mobile        :XYZ                            

E-mail Id’:XYZ777@gmail.com

Permanent Address  :Village-khandsa;Post Office-xy

Distt-Gurgaon (Hry.)

Objective-

To enhance my knowledge and capabilities by working in a dynamic organization that prides itself in giving Substantial responsibility for new talent.

Academic Qualifications-

2015 – 2017:xyz university , Faridabad

Master of Technology in Manufacturing & Automation Engineering.

CGPA: (8) 

2011 - 2015: PQ ,Faridabad

Bachelor of Technology in Mechanical Engineering

CGPA: (9)

2010 – 2011: HBSE - 12TH

CGPA: (7.78)

2008 – 2009 :HBSE - 10TH

CGPA: (8.9)

Research Activity & Presentation(Publications)-

Job & Experience- 

Internship’s-

1.  4 Months Training at The RVM CAD Center.

2.  6 Months Training at BHARAT GEARS LIMITED.

Project-

 1. Participated in SAE-SUPRA/STUDENT FORMULA-2014 .

Technical  Skills-

1. Auto-Cad

2. CATIA

3. GD & T

4. M.S-Word & Power Point

Extra Curricular Activities-

1. Worked as a member in Music and Dance organizing committee in ZEST 2013

2. Worked as a member of the discipline committee in ZEST 2012

3. Active participants of tech fest and blood donations camps.

4. Worked as a Caption in folk Dance at Hostel Night 2015.

Awards And Honours-

Spoken Language-

English,Hindi,Punjabi.

Hobbies-

 Reading , Body fitness.

Personal Informations-
Name               : XYZ

Date of Birth   : 7th June, 1997

Father name   :PQ

Gender             : Male

Mobile              : 9489794512

Nationality       : Indian

REPORT WRITING
What is a Report:
In academia there is some overlap between reports and essays, and the two words are sometimes used interchangeably, but reports are more likely to be needed for business, scientific and technical subjects, and in the workplace.

Whereas an essay presents arguments and reasoning, a report concentrates on facts.

Essentially, a report is a short, sharp, concise document which is written for a particular purpose and audience. It generally sets outs and analyses a situation or problem, often making recommendations for future action. It is a factual paper, and needs to be clear and well-structured.

Requirements for the precise form and content of a report will vary between organisation and departments and in study between courses, from tutor to tutor, as well as between subjects, so it’s worth finding out if there are any specific guidelines before you start.

A Word on Writing Style

When writing a report, your aim should be to be absolutely clear. Above all, it should be easy to read and understand, even to someone with little knowledge of the subject area.

You should therefore aim for crisp, precise text, using plain English, and shorter words rather than longer, with short sentences.

You should also avoid jargon. If you have to use specialist language, you should explain each word as you use it. If you find that you’ve had to explain more than about five words, you’re probably using too much jargon, and need to replace some of it with simpler words.

Consider your audience. If the report is designed to be written for a particular person, check whether you should be writing it to ‘you’ or perhaps in the third person to a job role: ‘The Chief Executive may like to consider…’, or ‘The minister is recommended to agree…’, for example.
STRESS MANAGEMENT

Keep a positive attitude.

Accept that there are events that you cannot control.

Be assertive instead of aggressive. Assert your feelings, opinions, or beliefs instead of becoming angry, defensive, or passive.

Learn and practice relaxation techniques; try meditation , yoga, or tai-chi for stress management.

Exercise regularly. Your body can fight stress better when it is fit.

Eat healthy, well-balanced meals.

Learn to manage your time more effectively.

Set limits appropriately and learn to say no to requests that would create excessive stress in your life.

Make time for hobbies, interests, and relaxation.

Get enough rest and sleep. Your body needs time to recover from stressful events.

Don't rely on alcohol, drugs, or compulsive behaviors to reduce stress.

Seek out social support. Spend enough time with those you enjoy.

TIME MANAGEMENT SKILSS

TIME MANAGEMENT: Time management is the process of planning and exercising conscious control oftime spent on specific activities, especially to increase effectiveness, efficiency or productivity.

Time management is not very difficult as a concept, but it’s surprisingly hard to do in practice. It requires the investment of a little time upfront to prioritise and organise yourself. But once done, you will find that with minor tweaks, your day, and indeed your week and month, fall into place in an orderly fashion, with time for everything you need to do.


The Key to Good Time Management

Understanding The Difference Between Urgent and Important

‘Urgent’ tasks demand your immediate attention, but whether you actually give them that attention may or may not matter.

'Important' tasks matter, and not doing them may have serious consequences for you or others.

For example:

Answering the phone is urgent. If you don’t do it, the caller will ring off, and you won’t know why they called. It may, however, be an automated voice telling you that you may be eligible for compensation for having been mis-sold insurance. That’s not important.

Going to the dentist regularly is important (or so we’re told). If you don’t, you may get gum disease, or other problems. But it’s not urgent. If you leave it too long, however, it may become urgent, because you may get toothache.

Picking your children up from school is both urgent and important. If you are not there at the right time, they will be waiting in the playground or the classroom, worrying about where you are.

Reading funny emails or checking Facebook is neither urgent nor important. So why is it the first thing that you do each day? See our page minimising distractions to help you recognise and avoid other things that may distract you from getting your urgent and important tasks done.

This distinction between urgent and important is the key to prioritising your time and your workload, whether at work or at home.

Try using a grid, like the priority matrix, to organise your tasks into their appropriate categories:
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