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As a student, to succeed in higher education, we need, in addition to ambition and the desire to learn, a series of skills and abilities that will help us achieve our goals. In order to succeed and become an effective digital learner we need to rely and develop the following study skills:
· Time management;
· Digital skills;
· Study skills;
· Critical thinking;
· Problem solving.
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To obtain good results as a student one of the most important thing is the way we manage our time. According to Morgan (2017) time management is about “our ability to use our time effectively”.  
Time management is one of the skills that I have to acquire and develop, in order to be able to complete any task that I have to do without feeling the stress and under pressure. Covey’s (2020) advice is to “organize and execute around priorities”, and he makes available to us the Time Management Matrix, an efficient and smart tool that help us to focus and set priorities.
A few skills really helpful to manage effective/efficient time:
· Planning/organize;
· focus;
· set priority;
· avoid interruption/ procrastination.
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	As our society and science world has develop and gave us the opportunity to use the computer and the internet, it arise the need of developing digital skills to become a proficient user of computer. 
	Digital skills are important to improve our academic performances and according to “every job seeker knows that the ability to work with computers and internet is crucial to find and obtain a job”, so we will be using them all our life, since the job opportunity that don’t require this skills is decreasing. 
Those are a few of the digital skills that I need and use the most as a digital learner:
· operational skill:
· use word processing software - Microsoft word to create documents, assignments, C.V. ;
· Microsoft Power Point - create presentation slides;
· Microsoft Excel - create tables;
·  formal skills:
· browsing and navigating the Internet;
·  Search information using search-engine like: Chrome, MozillaFirefox.
· communication skills:
· email;
·  video-tools: Microsoft teams, Skype.
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I found that studying in higher education ask a series of skills that someone already has them and other that need to be acquired, some of them need to be improve so we can progress in our academic life.
Study-skills needed for a good academic progress:
· Reading skills: 
· Understanding the meaning of the context;
· Understanding the style used;
· Identifying the main idea;
· Finding similarities and differences.
· Writing skills: 
· Using the right style;
· Good sentence structure;
· Good grammar/spelling structure.
· Library skills:
· Search information;
· Evaluate the information-C.R.A.A.P. test;
· Referencing: according to Referencing Handbook APA (version 1.3) provide details of resources “acknowledge other people’s
work by referencing them in a recognized and consistent format” The UWTSD recommend  the following 4 types of referencing styles:
1. APA (American-Psychological-Association);
2. Harvard;
3. IEEE (Institute-of-Electrical-and-Electronics-Engineers);
4. MHRA (Modern-Humanities-Research-Association).
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	In the attempt to understand and find a clear definition of what it means critical thinking by reading others peoples books, I liked how Morgan (2017) defines critical thinking as “the development and use of information beyond memory and repetition.” 
	As we learn to think critically, according to Owen (2019) “we can see things in a more open-minded way” and we can look at “all concepts and ideas from as many angles as possible”.
	Critical thinking is an essential ability that it can help to find and create new possibilities when it comes to solving problems. Having an open mind thinking requires to accept that others opinions or solutions are good as well as their own ideas. 
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When it comes to talk about problem we immediately think on finding solution to the problem. We don’t like problems, and only think of the word problem it makes our mind to search for effective and efficient solution, enable skills like creativity and resourcefulness.
If it comes to work problem solving is vital on all level of careers, and employers need people who can deal unexpected situation, or can find effective solution to resolve the problem. 
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	All these skills presented in this theme are skills that we acquire during our journey, through studies at the University, skills that are related to each other and if we manage to develop them we can make our lives much easier. All of these study skills are transferable as they overlap with employability skills.






[bookmark: _Toc125322660]References 
1. Academic skills – Exercises to improve your Academic Skills  https://moodle.uwtsd.ac.uk/course/view.php?id=4463&section=18
2. Covey, & Collins, J. (2020). The 7 habits of highly effective people : powerful lessons in personal change. Simon & Schuster.
3. Indeed Editorial Team, (Published 2020, Updated 2022) 
https://uk.indeed.com/career-advice/career-development/problem-solving-skills 
4. Owen, D. The Unknown Methods of Critical Thinking: Discover The Key Skills and Tools You Will Need for Critical Thinking, Decision Making and Problem Solving, Using Highly Effective Practical Techniques. DPW Publishing, 2019. 
5. Stoilov. (2012). Time Management (Stoilov, Ed.). IntechOpen.
6. UWTSD Academic Liaison team. Referencing handbook APA version 1.3 Library and Learning Resources
https://uwtsd.ac.uk/library/student-essentials/referencing-handbooks/
7. van, D. A. J. A. M., & van, D. J. A. G. M. (2014). Digital skills : Unlocking the information society. Palgrave Macmillan US.





















8

[bookmark: _Toc125322661] (
Being safe and legal online:
)AppendixA
 (
Microsoft team
) (
Email
) (
Efficient communication:
) (
Terms and conditions
) (
GDPR
) (
Digital skills
)
 (
   
Skype
) (
Grammar
)
 (
Microsoft Power Point – slide presentation;
) (
Reading/writing:
)	
 (
Digital tools:
) (
Microsoft Word – processing documents;
) (
Spelling
)	
 (
Video/vlog maker app.
)
 (
Digital learner
) (
Research skills
)	
 (
Study skills
) (
Library skills:
)	
 (
Analyze
) (
Referencing
)
 (
Problem solving
)
 (
Find solution
)
 (
Creativity 
) (
Develop academic skills.
)
 (
Time management
) (
Set priorities
) (
Planning/Organize
) (
Avoid
) (
Knowledge
) (
C
omprehension
) (
Evaluation
) (
Critical thinking
)	



	
 (
Distraction sources
) (
Perfectionism
) (
Procrastination
)
[bookmark: _Toc125322662]Appendix B
Personal Development Plan
	Skill /Behavior
	Action Needed
	Resources Needed
	Date for Action
	Date for Review
	Aspirational Goal
	Met?

	
Improve Academic writing 
	
· Attend English classes - academic level;
· Read books;
· Make exercises; 
· Complete all homework’s for English lesson -gather feedback from teacher.
	
· Teacher;
· Husband – babysit children;
· Books;
· Online resources;
· Computer.
	
Participate at English-lesson Tuesday and Thursday;
	
Complete homework in time and send it to the Teacher, before our online classes.
	
I want to be able to talk fluent and write in English without any grammar and spelling mistake.
	
Not yet, in progress

	
Improve time management
	
· Set priorities;
· Organize my day;
· Plan activities;
· Avoid distractions;
· Overcome procrastination;
· Learn to delegate.
	
· Read more about time management in an efficient and effectively manner;
· Weekly planner.
· Agenda with to-do list;

	
Make a weekly plan starting from Monday.
	
Check daily for any changes.
	
I would like to achieve this goal in order to become more independent and to be able to do things without feeling stress or under pressure.
	
Not yet, in progress
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