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1. Introduction 
Academic skills refer to a range of fundamental characteristics necessary for achieving success in an educational setting. These skills include critical and analytical thinking, effective communication, time management, collaboration, paraphrasing, and summarising. These abilities are essential for a student to analyse, assess, and present knowledge in a logical and academically appropriate way. They play a crucial role in influencing a student's progress throughout their academic journey, making a substantial impact on their academic performance and personal growth. This paper will examine the fundamental academic competencies required to excel in an academic environment. This report will explore the details of critical and analytical thinking, analyse the pivotal role of effective communication in achieving academic success, investigate the significance of time management, discuss the influence of teamwork in educational settings, and highlight the importance of paraphrasing and summarising in academic writing. Moreover, the study will offer valuable insights on the efficient cultivation and use of these talents in many academic contexts.

2. Critical and Analytical Thinking Skills 

2.1 Cognitive skills such as analytical and reasoning skills in a person help him/her to analyze the obtained information, solve the encountered issues, and draw important conclusions on what has been achieved. Analytical thinking entails dissecting intricate concepts or scenarios into simplified parts for a better understanding. It makes people analyze parts that constitute a single whole as well as establish connections between them and see patterns in them. However, critical thinking entails looking at things from an objective perspective, posing questions on assumptions, and giving an opportunity for others' views (O’Halloran et al., 2017). Individuals need these abilities to succeed in their daily endeavors and exercise correct reasoning. On their part, analytical thinking involves people going through an organized procedure of checking on details. Breaking down concepts or problems into small pieces enables deepened comprehension. Critical thinking complements analytical thinking by encouraging individuals to question information and evaluate its credibility. A critical thinker doesn't accept information at face value but instead seeks evidence, considers different viewpoints, and assesses the reliability of sources (Wright, 2001).

2.2 In the workplace, analytical and critical thinking contribute to effective decision-making. When confronted with a business problem, an analytical thinker may systematically examine the variables involved, while a critical thinker assesses the reliability of data and questions underlying assumptions. An example of this is in case of a complicated issue presented at a job. The analytical thinker might divide the task into smaller components before analyzing them individually (Giuliano and Von, 2017). This approach enables a clearer comprehension of the problem's intricacies and facilitates the development of effective solutions. As a group, these competencies shape collective judgment, which results in rational and insightful decision-making. 

2.3 Analytical/critical thinking skills are essential for educational settings as well. Those students that acquire such skills can understand complicated concepts, assess data, and perform successful problem-solving. In addition, these skills are essential in the preparation of pupils and students for the dynamic world of employment. The synergy between analytical and critical thinking becomes apparent when addressing challenges or making decisions. Analytical thinkers lay the groundwork by thoroughly understanding the elements of a situation, while critical thinkers assess the information's validity and potential biases (Wright, 2001). Together, these skills empower individuals to make well-informed choices.


3. Referencing skill.

3.1  Referencing is one of the most important academic skills that allows readers to identify sources of information through acknowledging the work that is being referred to. It helps to clarify how the development of the author’s idea in a paper, book, or study has been developed from the use of other people’s work (Creme and Lea, 2023). Referencing usually consists of two parts, the citation, and the bibliography. The citation is using the author’s name followed by the date whose idea or work is being used in the body of the work. Bibliography or referencing itself is another section which stands in the later stage of the report or paper body (Neville, 2010). It shows full bibliographic information of all the sources cited within the text of the study or paper.
3.2 In certain professional fields, such as law, medical sciences, or healthcare studies, precise referencing is essential in identifying information. In such sensitive industries, inappropriate citation or plagiarism can lead to faulty work with devastating consequences (Bretag, 2017). Referencing conventions or guidelines may differ depending on the method but the principles of acknowledging intellectual property and verification are mandatory.

3.3 Referencing is crucial for maintaining the academic integrity and quality of the work of any sort of academic writing. One of the major aspects of referencing is to avoid plagiarism. For academic aspects, referencing is essential to maintain the quality and check the peer review. Hence to ensure the standards, strict adherence to referencing conventions becomes increasingly mandatory at advanced academic levels (Bretag, 2017). For academic work, the first goal of referencing is to avoid plagiarism. It shows the author has done proper research and is able to acknowledge others for their work. This becomes increasingly essential for advanced level studies which many students aspire to become by being a researcher. For personal credibility and authenticity along with the work, utilizing referencing is a crucial factor. By allowing others to verify the work shows academic integrity and which can lead to published work which is taken as a major contribution to the literature of that specific field (Bretag, 2017). In order to meet the top journal’s requirements, it is essential to cite and reference properly. Hence for being a future academic it is essential to learn and develop the skill of referencing.

4. Time Management skill.

4.1 Time management is a set of social skills that is a major key to succeeding in academic life (Lay & Schouwenburg, 1993). There is evidence to confirm that effective time management leads to a successful academic journey (McKenzie and Gow, 2004; Trueman and Hartley, 1996), as students develop procedures to overcome their daily demands. Managing your time effectively as a student is very important to achieving a memorable academic journey (McMillan and Kathleen, 2012). As a student, you have to face many challenges, your time is always under pressure trying to deal with all the demands. In addition to your day-to-day life, there is extra study to do and assignment deadlines to meet, so it is extremely important to organise your time appropriately (Cottrell, 2019). Therefore, students need to develop their own strategies, tools, and approaches in order to cope with student life and be successful. They need to assess how they use their time at present, consider what needs to be changed, and try to organise their time more efficiently. According to Cottrell (2019), there are ten steps to effective time management: Be methodical and plan your time step by step, organize your time in such a way that you can cope with all the requirements, discover what your demands are and plan your time accordingly, assess the way you manage your time at the moment, think about how do you want to use your time, decide on your priorities, plan your daily activities, including what you want to do and when, follow your plan rigorously, use Time management techniques, try not to waste your time. Do not postpone your task or avoid them and supervise that everything works for you.

4.2 Time management is a powerful skill to fulfil your tasks as a student. However, it is very easy to overestimate your potential to accomplish your tasks, reschedule your studies and mishandle the time. The technique outlined above are powerful tools to manage time effectively and help the students fulfil their tasks and accomplish their objectives (Cottrell, 2019).


4.3 Studying and implementing time management techniques and tips can help students not only with their time management but also with their personal performance (Moore and Sarah, 2010). There are a few popular time management techniques that students can use to manage their time more effectively and be successful: Pareto Analysis, Pomodoro Technique, and Eisenhower Matrix (Alkiayat, 2021; Cottrell, 2019). According to Cottrell (2019), an effective time management is equivalent with study success.


5. Teamwork skill.

5.1 Developing a proper understanding of the values and principles of teamwork is the initial step in developing leadership qualities. Teamwork becomes a viable option for enhancing functional efficacy when a major task is divided and allocated to different team members, considering individual merits and capabilities (de Prada Creo et al., 2021). Teamwork is crucial in both academic and professional settings for forming long-lasting connections and providing skill and emotional support. Collaborative work allows team members responsible for projects to amplify team dynamics and achieve good results. Research on optimal ways of increasing operational efficacy with this soft skill has been ongoing for years in academic and business institutions (Jalinus et al., 2020). A noticeable shift in teamwork among students has been observed in the post-pandemic phase due to restrictions and alienation from physical connections (Wildman et al., 2021). Experimentation and strategic models are involved in maximizing productivity and performance. Tuckman’s model, a strategic team development tool, helps understand the principles of forming a functional team. According to this model, a team must go through certain stages to achieve desirable performance, as these stages determine the ability of individuals to collaborate effectively (Jones, 2019).

5.2   The stages of Tuckman’s model illuminate the development of teamwork skills crucial for professional success. In the 'Forming' stage, team members are typically unsure of their objectives and purpose, facing difficulties in developing trust and willingness to form cohesive bonds during different activities (Patterson, 2022). The 'Storming' phase involves team leaders assigning roles and monitoring individual strengths for task delegation. This phase is characterized by challenges due to diverse personality traits and expectations, leading to interpersonal conflicts and disturbances (Egolf, 2022). The 'Norming' phase shows significant improvement in overcoming individual differences, with major decisions made by agreement among all team members and smaller decisions taken by individuals. This phase provides opportunities for introduction and forming connections between members. Finally, the 'Performing' phase signifies strong team cohesion and clarity towards a shared goal. Team members show progress in co-dependency and mutual support in brainstorming sessions, indicating that the team structure is strengthened and fully accepted (Graves, 2021). This phase, also known as the adjourning phase, sets the foundation for future project opportunities.

5.3  In academic settings, the practice and development of teamwork skills are essential. The shift in teamwork dynamics post-pandemic has led to new strategies for effective collaboration (Wildman et al., 2021). The application of Tuckman’s model in academic settings illustrates the stages through which student teams must progress to achieve success in collaborative projects. The skills acquired through these stages are vital for academic success, as they enable students to navigate the complexities of group work and contribute constructively to team objectives. By understanding and applying these stages, students learn to negotiate differences, work towards common goals, and support each other's growth, thereby enhancing their overall academic experience and preparing them for future professional collaboration.

6. Paraphrasing and summarising

5.1. Paraphrasing and summarising are two essential skills in both academic and professional settings. Paraphrasing involves expressing someone else’s idea in detail using your own words, while summarising concisely explains someone else’s argument in your own words, focusing on the main ideas (Bailey, S., 2015). Paraphrasing is a skill that involves taking a set of facts or opinions from another source and rephrasing them. It involves rewording what another writer has said to make it fit seamlessly with your own writing. When paraphrasing, it is important to keep the original meaning and to present it in a new form. On the other hand, summarising involves condensing a large amount of information into a brief overview. This overview should describe the main points of the original text while ignoring most of the details. Summaries are significantly shorter than the original and take a broad overview of the source material (Bailey, S., 2015).
5.2. In the professional world, paraphrasing and summarising are crucial for effective communication. They allow you to present complex information in a clear and concise manner, making it easier for others to understand. For example, you might need to summarise a lengthy report during a meeting or paraphrase a client’s feedback during a presentation. These skills are also important when you need to present information to colleagues or other stakeholders who may not be familiar with the subject matter (Henderson & Byrne, 2016).

5.3. Paraphrasing and summarising are essential for achieving academic achievement since they promote comprehension and incorporation of source material, which is pivotal for scholarly writing. According to Keck (2006), these abilities are beneficial for preventing plagiarism, ensuring academic honesty, and facilitating students' ability to efficiently combine knowledge. The research highlights the significance of these skills in bridging the divide between basic replication and high-level writing competence, particularly for both native and non-native English speakers. The proficiency in this set of abilities is crucial in academic settings, where the appreciation for novelty and the ability to analyse texts critically are much esteemed (Keck, C., 2006).



7. Conclusion 
This group report has clarified the fundamental academic talents important for achieving success in both educational and professional domains. The ability to think critically and analytically is essential for solving problems and making decisions. It influences how individuals process information and approach difficult tasks. Referencing is a crucial element of academic honesty since it serves to recognise the contributions of others and prevent plagiarism. Time management, a skill sometimes undervalued, is a vital factor in achieving academic and professional success, as it enhances efficiency and productivity. The significance of collaboration, particularly in a swiftly changing post-pandemic society, has been emphasised, highlighting the essentiality of cooperative endeavours in attaining shared objectives. Paraphrasing and summarising, which are essential for efficient communication, have been proven to be crucial for expressing intricate concepts concisely and precisely. Together, these talents provide a complex set of abilities that are essential for successfully navigating the difficulties and possibilities encountered in academic and professional activities. The work examines the theoretical foundations of these talents and provides practical advice on how to use them. It serves as a thorough guide for anyone looking to improve their academic abilities and boost their professional knowledge.
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