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[bookmark: _Toc153546575]Introduction
In this report we will discuss about the importance of the time management skills, teamwork skills, paraphrasing and summarizing skills and critical thinking skills. We will discuss about their importance in the academic world, business world and their importance in day to day activity.

[bookmark: _Toc153546576][bookmark: _Toc152184590]1. Time Management  
[bookmark: _Toc152184591]Good time management is the deliberate planning of one's schedule, with a focus on the prudent allotment of hours to goals and tasks (Sorenson, Goldsmith, and DeMatthews, 2016). It centres on setting priorities, making plans, and making wise use of time to increase output and guarantee that objectives are completed on time. The ability to recognise and prioritise tasks calls for a sharp sense of judgement, which helps people organise their calendars effectively. People who are skilled at managing their time are better able to focus, maximise their efforts, and handle their responsibilities in an organised manner, which leads to increased productivity and goal achievement.
[bookmark: _Toc153546577] 1.1 The Importance Of Skill for Professional Success
In the workplace, time management is essential. Experts in time management demonstrate. Developing good time management skills is essential for success in the workplace. Experts with this ability regularly exhibit two key characteristics: 
  Consider a marketing manager in charge of a campaign launch, for instance. Their skilful time management guarantees the careful completion of every stage, adhering to the assigned deadlines, and guaranteeing the campaign launches on time. This demonstrates not only their aptitude for organisation but also their dedication to providing accurate and timely results (Gregg, 2018).  
[bookmark: _Toc152184592][bookmark: _Toc153546578]1.2 The Importance of Skill for Academic Success
The cornerstone of academic success is efficient time management, which provides students with priceless resources to skilfully navigate their educational journey. Time management skills enable students to integrate disparate subjects without sacrificing understanding. Envision a student skillfully breaking up study sessions into discrete blocks tailored to different subjects. This approach guarantees that every topic is given the attention it needs, promoting a deeper comprehension of ideas while keeping a balanced workload in the classroom (Albreiki, Zaki and Alashwal, 2021).
 Students can explore the subtleties of each subject without sacrificing depth and breadth of knowledge thanks to this methodical approach (Fox, Zwickl and Lewandowski, 2020). 
A key component of efficient time management is the capacity to handle deadlines for assignments (Razali et al., 2018).
 Think of a student who carefully arranges their timetable, setting aside sufficient time for papers' research, drafting, and revision well in advance (Silvia, 2018). This careful planning guarantees that assignments are submitted within the allotted time frames, with thorough research. This method not only demonstrates the student's commitment but also their ability to turn in high-calibre work regularly.
Students who master time management techniques can handle the demands of the classroom with ease, ensuring an equitable approach to learning as well as regularly submitting assignments of the highest calibre.
Gaining proficiency in efficient time management is essential for success, regardless of whether one is pursuing academic or professional goals. By adopting and putting into practice strategic time management, people can open the door to optimal productivity and goal accomplishment. The benefits of effective time management are evident in the professional and academic domains. Time-management-skilled students make light work of their academic journey, meeting deadlines and guaranteeing thorough learning. Professionals possessing this skill also demonstrate dependability, effectiveness, and the ability to complete high-quality work within the allotted time frame. It becomes clear that incorporating these time management techniques into everyday activities is essential to long-term success and personal development. It gives people the ability to maximise their efforts, stay focused, and direct their pursuit of goals. In the end, efficient time management turns into more than just a talent. 

[bookmark: _Toc153546579]2 Teamwork
[bookmark: _heading=h.3znysh7][bookmark: _heading=h.2et92p0][bookmark: _heading=h.tyjcwt]Teamwork its  refer to the abilities of an individual to perform certain activities and tasks with the help of effective knowledge, education and training. Skills can be divided into several types including job-oriented skills, hard skills, social skills, soft skills, transferable skills and technical skills (Santoso et al., 2022). Skills are therefore referred to as the abilities of persons to effectively perform several functions with prior experiences and training. 
The skill can refer to the cooperative and collaborative efforts of individuals who work together to achieve certain goals and objectives. It is also associated with effective coordination and cooperation among the team members. 
[bookmark: _heading=h.3dy6vkm][bookmark: _heading=h.1t3h5sf][bookmark: _Toc153546580]2.1 Importance of teamwork for professional success 
Teamwork is required to achieve certain accomplishments and objectives in professional life. Teamwork increases the efficiency of employees within a workplace (Berber et al., 2020). It ensures effective collaboration and performance of individuals working in a team. Teamwork is important for accelerating the performance of individuals associated with a certain project and completing the same within a small amount of time. For example, with effective teamwork, individuals can deal with specific projects in an organisation. Teamwork is also essential as it increases the productivity of the workforce. Effective teamwork is directly associated with effective communication and collaboration among workers (Askari et al., 2020). It helps in information sharing providing feedback on the performance of other workers and dealing with specific problems throughout the project with collective responsibility and support. For example, employees can deal with certain problems regarding a specific project and effectively deal with the same by sharing information and expertise. In addition to this, teamwork facilitates the development of an engaging work atmosphere in organisations. From the perspective of professional success, it can also be said that teamwork is associated with the skill development of employees. Effective teamwork provides opportunities for skill development among individuals. For example, Cooperation and collaboration among individual workers contribute to professional development as it helps in sharing knowledge and expertise among employees having different skills. Teamwork is also  for inculcating leadership qualities among employees. By working in a collaborative atmosphere, employees can demonstrate leadership qualities by engaging with different team members and understanding their concerns effectively (Adil and Hamid, 2020). It helps demonstrate the skills regarding strategic management, decision making and conflict resolution. It also contributes to the moral development of employees. In addition, it helps employees understand the feelings of other team members and develop empathy among employees. 
[bookmark: _heading=h.4d34og8][bookmark: _heading=h.2s8eyo1][bookmark: _Toc153546581]2.2 Importance of teamwork for academic success 
Besides the importance of teamwork for professional success, teamwork is also effective in terms of ensuring the academic success of individuals. Teamwork is essential for academic success as it contributes to personal development and enhanced learning experience among students (Oyelere et al., 2021). Teamwork facilitates the development of interpersonal abilities among students within an institution. It helps develop different perspectives among the students regarding their classmates and the specific characteristics that differentiate them from one another. It helps understand individual differences and learn about the same effectively. Enhanced learning experience is ensured among students by effective teamwork (Tang, 2020). For example, teamwork provides an engaging and active learning atmosphere for students which encourages students to take an active part in the learning process. In addition, teamwork helps students participate in group assignments that determine the success of the group discussions and sharing ideas among themselves. For example, in group work, assignments are provided among the students and teamwork helps explore different ideas relating to the assignment by having conversations among one another sharing information and exchanging views. Teamwork among students is also essential for enhancing social skills (Jalinus et al., 2020). Active communication and social abilities are developed among students while working within a team that comprises different individuals. 
Teamwork plays an important role in academic success, in terms of motivation, development of social skills, learning from peers, and so on. For example, students can achieve success by utilising their peers' brainstorming ideas together in a group project work with practical implications of specific concepts of the core subject. At the same time, students get an opportunity to improve their knowledge and experience through different types of research, besides making group project work successful (Nahar et al., 2022). On the other hand, if a project involves students working individually in an academic context, the potential for high-quality academic tasks is relatively low, whereas teamwork can help students improve the quality of academic work by utilising each other's strengths.
[bookmark: _Toc153546582]3  Paraphrasing and Summarizing
[bookmark: _Toc153546583]3.1 Paraphrasing 

According to the University of Bristol in academic writing, it is important to convey the ideas of other academics using your own words, unless you are explicitly citing them. Close paraphrasing, which involves making little changes to the original statement, is not acceptable in this context. By avoiding plagiarism, you not only eliminate the risk of intellectual theft but also showcase your comprehensive comprehension of the original material. It is important to consistently indicate instances of paraphrase in your writing and, similar to direct quotes, provide credit to the original source by providing a precise reference. 
In my opinion, paraphrasing is crucial to prevent plagiarism, which is one of the primary justifications for its significance. Paraphrasing involves more than just duplicating and inserting another person's content. Instead, you are showcasing your understanding and analytical abilities by restating the content in a manner that aligns with your own writing approach. Paraphrasing also enhances the diversity and lucidity of your writing. Paraphrasing offers a means to communicate information in a novel and captivating way, rather than depending only on straight quotations, which may result in repetitious writing. It aids in alleviating the monotony and sustains the attention of your readers. Moreover, paraphrase enables you to effectively integrate different sources into your work. By rephrasing the words of many writers and experts, you may provide a variety of viewpoints and show a comprehensive comprehension of the subject matter. It enhances the complexity and reliability of your job.                                                                                                                                                  According to University of New England,  paraphrasing serves the purpose of not just avoiding plagiarism, but also of expressing one's own perspective, including diversity, and demonstrating comprehension. Possessing this expertise is crucial for academic writing and will distinguish you from others.

[bookmark: _Toc153546584]3.2 Summarising 

According to University of Bath summarising means generating a condensed rendition of a text that is short than the original version and expressed in your own words to the greatest extent feasible. For instance, you may determine that it is necessary to inform your reader on certain concepts presented in a paragraph. In order to do this, you must discern which concepts are unnecessary and exclude them. Subsequently, you rephrase the ones that are still present. Once again, you are required to provide a concise account of someone else's written work and acknowledge it properly.
From my perspective, summarising enables the condensation of intricate material into a succinct and easily comprehensible style. Summarising involves extracting the primary points and concepts from a source and presenting them in a concise way. This tool is very advantageous when working with extensive texts or various sources, as it enables you to succinctly convey the core information without inundating your viewers. Summarising is advantageous since it allows you to showcase your comprehension of the content. Demonstrating excellent summarization indicates a thorough understanding of the fundamental ideas and the ability to convey them with clarity. Additionally, it enables you to demonstrate your aptitude for critical analysis by discerning the crucial data and eliminating extraneous elements.  Summarization is crucial for preserving the smoothness and logical connection of your text. By using synopses from several sources into your writing, you create a coherent storyline that interconnects diverse viewpoints and concepts. This helps your readers in comprehending your argument and seeing the broader perspective ( McCombes  2022).
Moreover, condensing information is an excellent method to prevent plagiarism. Summarising involves rephrasing the material using one's own language while giving credit to the original source. This guarantees that you are not only duplicating and inserting someone else's effort, but instead combining and delivering the information in your own distinct manner.

Finally, the act of summarising enables you to save both time and space in your written work. Instead of using long quotations or replicating whole paragraphs, it is preferable to provide a succinct summary that effectively conveys the core of the material. This enables you to concentrate on your own analysis and interpretation, so enhancing the engagement and originality of your work.


[bookmark: _Toc153546585]4 Critical thinking

Analytical thinking refers to the process of breaking down complex information into components and understanding how they are interconnected.
Critical thinking is the skill of generating concise, well-reasoned decisions based on analysing, comprehending, applying, and synthesizing data from reading, experimentation, and observation, according to Burns and Sinfield (2006). 
Cottrell (2019) asserts that critical thinking is a skill that each of us must cultivate.
[bookmark: _Int_O7DjXN9y]According to these chapters both writers agreed that critical thinking is the mix of observation  asking questions and a judgment based on evidence provided and we are born with the ability to think critically.
Through logical reasoning, using evidence that are based on analysis, analytical thinking helps people to navigate uncertainty and find well-funded conclusions, then the questions are linked to the answers Asking everything is the uncomplicated way to understand and giving sense as the essential elements of analytical thinking. These are necessary for reasoning, planning, and conducting a learning inquiry process, interpreting the yielded data and findings followed by drawing conclusions.

[bookmark: _Toc153546586] 4.1 The importance of Analytical Critical Thinking 

The Analytical Critical Thinking it helps to understand the world around us, to predict more accurately what might happen in the future, make wiser decisions, keep things in perspective, act fairly Cottrell (2019). Critical thinking can be analytical, reflective, and creative.
Sometimes things are not always what they first appear, for that we need to open our eyes and see all the clues, use objective methodologies, keep questioning and looking at things with fresh eyes and different perspectives.
Analytical Thinking is a skill that we all have it, but some of us need to work more to become more confident.
Methods and techniques for developing Analytical Critical Thinking Skills are questioning assumptions, seeking alternative perspectives, and practicing analysis.
As a critical reader and writer, we need to evaluate and analyze the concepts and the contentions offered by other writers, avoiding readying all the information, read and choose various aspects from the text, that one that are important and is giving the meaning   to the text.

[bookmark: _Toc153546587]4.2 Types of Analytical skills 

Problem solving, attention to detail, data analysis, diagnostics, evaluating forecasting, logical reasoning, research, organizing, theorizing, troubleshooting are the analytical thinking characteristics.

[bookmark: _Toc153546588]4.3 The importance of critical thinking for professionals 

In many jobs places we can find   five types of analytical skills like: communication, creativity, critical thinking, data analysis and research

[bookmark: _Int_VFER1mlK]In a job interview the employers will choose future employees with good analytical skills, ones who have good reasoning ,  knowledge, ideas related to a problem and good directed thinking.
Scientific research 
The scientist can have a good result on the research requires trial or they can have an  error, then when they have an error, they will start pay attention to details checking if all the information is correct or something is missing, it will analyze the information again and again using logical reasoning,  adding more information to the research , organizing-and theorizing ,still the result it will change on better or on other failures. 

[bookmark: _Toc153546589] 4.4 Legal analysis 

A lawyer when meeting a new client will listen and analyst the facts presented by them and try to find and construct persuasive argument, meaning to support the client case.
Critical thinking and critical analytical thinking are similar concepts and are based on do not accepting things like true without asking questions like: why? Who? 
Cottrell (2017) says the goal of critical thinking is to examine outward manifestations to comprehend the reasons behind why things are the way they are. 
We use critical thinking when extract crucial information from a text and we apply it critically in our own writing .

[bookmark: _Toc153546590]4.5 Legal analysis 
A lawyer when meeting a new client will listen and analyst the facts presented by them and try to find and construct persuasive argument, meaning to support the client case.
Cottrell (2017) says the goal of critical thinking is to examine outward manifestations to comprehend the reasons behind why things are the way they are. 
We use critical thinking when extract crucial information from a text and we apply it critically in our own writing.

[bookmark: _Toc153546591]Conclusion 
In this report we defined the importance of the time management skills, teamwork skills, paraphrasing and summarizing skills and critical thinking skills in the academic world, business world and their importance for the day to day lifestyle.
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