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Digitization:  is “the conversion of analog to digital”. In music, the transition from LPs to CDs. In HR, job 
boards replacing newspaper job postings. New (or improved) technology but the same process.

Digitalization: is “the use of digital technologies to change a business model and provide new revenue”. It is 
the transition to become a digital business – in music from CDs to Spotify. This transition needs the culture to 
revolve around the new business model.

Digital transformation: is the integration of digital technology into all areas of a business. This fundamen-
tally changes how a company operates and is also a cultural change that requires organizations to continually 
challenge the status quo.

To talk about digital transformation and changes in the workplace  
use the following idiomatic expressions: 

Cream of the crop – the best people or things in a 
particular group. 
You want employees who are the cream of the crop.  

Think outside of the box – to think imaginatively using 
new ideas instead of traditional or expected ideas. 
To be ahead of the changes and innovate, you need 
to think outside of the box. 

Test the waters – to find out what people’s opinions of 
something are before you ask them to do something. 
Be sure  to test the waters before making any major 
organizational changes.  

Brain drain – the departure of highly qualified people 
(scientists, engineers, etc.) for other countries, where 
they have better opportunities and usually better pay. 
You should make efforts to reduce brain drain.  

Reinvent the wheel – to waste one’s time doing so-
mething that has already been done satisfactorily. 
There is no need to reinvent the wheel.  We just need 
to find a practical solution.

On the dole – A person who receives financial assistan-
ce from the government when they are unemployed. 
Many workers who lack basic technology skills will 
be on the dole in the near future.  

Earn while you learn – the possibility of earning a 
salary while in training. 
We need to start an “earn while you learn” scheme 
for new workers to promote new skills and practices.  

Golden handshake – a generous sum of money gi-
ven to a person when they leave a company or retire 
(sometimes given to encourage early retirement). 
Many of the functions of older workers are now ob-
solete.  We have to give them the golden handshake 
and hire on new talent.  

Show someone the ropes – teach or train someone 
how to do a particular job. 

Your teammates will show you the ropes.

Tricks of the trade – a clever or expert way of doing 

things, especially in a job.  
More experienced employees need to teach new-hi-

res the tricks of the trade.  

Shake things up – to make significant changes to 
an already established system.

Sometimes you have to shake things up if you want 

real change in your office. 

Jump on the bandwagon - join a popular trend or 
activity. 
In an everchanging environment, it is important to 
jump on the bandwagon and do it quickly.

Digital
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HARD SKILLS VS. SOFT SKILLS

Hard skills are usually related to a particular field 
and require specific knowledge in order for them to 
be gained.

Hard skills are specific abilities which help people  
carry out different jobs and are teachable, meaning 
that you can develop them through dedicated trai-
ning, such as a degree (or other academic qualifica-
tion), foreign language skills, computer skills.

Soft skills are self-developed attributes, that aren’t 
role specific, often learnt through experience.  
Soft skills are in demand in a wide range of different 
industries as they can be applied to many roles. 

Soft skills are a combination of many different things, 
including social skills, character traits and employ-
ment qualities such as leadership, team working and 
communication skills.

RESKILLING VS. UPSKILLING

According to a recent McKinsey Global Institute report, more than 375 million workers may need to  
completely change their skill sets by the year 2030.  

This would happen because of newer technologies such as digitization, AI (artificial intelligence) and  
automation disrupting the world of work. 

“Reskill”,  essentially means “to learn new  
skills so that you can do a different job”.   
The employee can be reskilled and utilized into  
a completely different career. 

“Upskilling”, is “to learn new skills or to teach 
workers new skills”, to enhance an employee’s 
abilities who are staying within the same job profile. 
Upskilling requires an employee to enhance their 
value to the organization by improving their  
current skill set. 

Skills

You want  
an employee who is: 

action-oriented 

intelligent 

ambitious 

autonomous 

upbeat 

confident 

successful 

honest 

detail-oriented 

passionate 

You don’t want  
an employee who is: 
discriminatory  

demotivated

immature

arrogant

argumentative

uncooperative

entitled

selfish

flaky

apathetic
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Many jobs in the future will be automated and we need to be able to face the changes that occur in  
the job market.  Data entry keyers and telemarketers are 99% likely to be automated in the near future, whe-
reas physicians, surgeons and choreographers are less than 1% likely to be automated. Within occupations,  
the mix of activities and the capabilities required will turn toward more personal interactions and more  
advanced levels of cognitive capabilities and require higher levels of educational attainment.

Look at these 7 tips with key phrasal verbs to help to keep 
 you prepared for change. 

1. Encourage employees to take on new responsibilities.  

2. To get ahead it is necessary to have strong IT skills.

3. After years of doing the same things, employees grow out of their tasks.  

4. You need to phase in all changes gradually.  

5. Switch things up in the office so that employees get used to small changes.  

6. Go with the candidate that has soft skills applicable to many areas. 

7. Tap into your employees’ changing skills and passions.

Take on – to assume.  

Get ahead – to achieve success, often in your  
work or in society.  

Grow out of – to stop having an interest in  
something or stop doing something as you become 
older.

Phase in – to introduce something gradually  
or in stages.  

Switch up – to change, usually in a way that  
brings an improvement.

Go with – to accept an idea or agree with a person.

Tap into – to manage to use something in  
a way that brings good results.

Change


