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TOOLS FOR
EMPLOYABILITY

Mastering Digital Workplace Skills
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Introduction -4
Essential Tools

e Google Workspace - Complete productivity suite
e Trello - Visual project management

e Slack - Modern team communication

e LinkedIn - Professional networking platform
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Why Digital Tools Matter
for Employability

The Modern Workplace Reality

85% of jobs require digital collaboration skills

Remote and hybrid work environments are now standard
Employers  expect  proficiency in  productivity and
communication tools

These skills differentiate candidates in competitive job markets
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Google Workspace - Your
Digital Office

Complete Productivity Suite

Core Applications:

Gmail: Professional email management

Google Drive: Cloud storage and file sharing

Google Docs/Sheets/Slides: Real-time collaborative editing
Google Calendar: Scheduling and time management
Google Meet: Video conferencing and virtual meetings

Why Employers Value It: Seamless collaboration, version control,
accessibility from anywhere, cost-effective for businesses




Trello - Visual Project
Management

Organize Work Like a Pro

Key Features:

e Kanban Boards: Visual workflow management
Cards & Lists: Break down projects into manageable tasks
Team Collaboration: Assign tasks, set deadlines, track progress
Integration: Connects with 200+ other tools
Templates: Ready-made boards for common workflows

Career Impact: Demonstrates organizational skills, project management
abilities, and systematic thinking
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Slack - Modern Team
Communication

EBeyond Email Communication

Essential Features:
« Channels: Organized conversations by topic/project
e Direct Messages: Quick one-on-one communication
e File Sharing: Easy document and media sharing
e Integrations: Connect with 2,000+ apps and services
e Search: Find conversations and files instantly

Professional Advantage: Shows you can adapt to modern
communication styles and work efficiently in digital teams




LinkedIn - Your
Professional Network

Career Development Platform

e Core Functions:

e Professional Profile: Your digital resume and personal brand

e Networking: Connect with industry professionals

e Job Search: Access to millions of job postings

e Learning: LinkedIn Learning courses for skill development

e Content Sharing: Demonstrate expertise through posts and article

e Career Benefits: Expand professional network, discover opportunities,
build industry credibility, continuous learning
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Putting It All Together

Your Digital Employability Toolkit

Immediate Actions:

e Set up accounts on all four platforms
e Complete profiles professionally and thoroughly
e Practice regularly with personal or volunteer projects

Add these skills to your resume and LinkedIn profile
Seek opportunities to use these tools in current roles

Remember: Proficiency in these tools signals to employers that you're
ready for the modern workplace and can contribute from day one.

Final Thought: These arent
advantage in today's job market.

just tools—theyre your

competitive
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