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1: Introduction 
Academic skills are important because these can initially shape the academic success and due to which the professional career can also get to the heights of success in life. Following these academic skills, a person can develop a sense of self-discipline in themselves, which will enhance the quality of their life. The report identifies and states the different academic skills, namely time management, referencing, analytical and critical thinking, and teamwork skills. These academic skills will help a person to acquire good abilities and keep a person focused on their goals and objectives. 
The report will analyse the importance of time management, referencing, teamwork, and analytical and critical thinking skills in the professional success as well as academic success.

[bookmark: _Toc143511436]2: Time Management skill
[bookmark: _Toc143511437]2.1: Definition
Time Management is a skill or a technique that must be possessed by each and everyone, whether it is a student or anyone working professionally. This skill is known as a technique with the help of which a person may use their time accurately, efficiently, and productively. This skill does not let someone waste their time as everything is organized and pre-planned, and the time is divided into different tasks which leaves them with no time to waste. While inculcating time management skills and techniques into life, one may remain free from stress.
[bookmark: _Toc143511438]2.2: Importance of Time Management Skills for professional success
Time Management could highly impact and contribute to the professional career and success of a person. It could not be achieved just by saying and making plans, but it could be done and achieved by following those plans. Prioritizing things and setting goals will work out for proper time management. Time management is one of the reasons behind every successful profession or business. This skill when included in the profession may give so much of benefits like maintaining a better work-life balance. This can lead to more and more productivity with the work and nothing could be disturbed if this is followed. Not equal time is to be divided among every work as this depends on the work that how much time it will require, and more time should not be given to small works (Petrou, et al., 2018). Many professionals complain that they are not able to give time to their families and their personal life is getting disturbed. 
It is because people are not able to do their work on time and not able to achieve their daily goals, due to which they have to work also after working hours, at their home and not able to give time to their family and they do not get personal space. Time management can increase your focus to do some work as that work has to be done on time concerning the time frame and deadlines. This skill is as important as progress because progress itself depends upon how effectively you do the work on time. Things become very simple and easy when you control your time according to you. This can increase your confidence and capabilities as achieving something encourages you to do better in the future. If time is allotted to every work, then the deadlines and time frame can keep a person away from distractions. The distractions can lower productivity as well as disturb the schedule and planned things. Time management gives you time to think and plan (Boniwell & Zimbardo, 2015). 
[bookmark: _Toc143511439]2.3: Importance of Time Management Skills for academic success
Time management can be effective not only in professional areas but also in academic areas and its success as well. It sets the boundaries and implies decision-making and prioritization for students. Not only professionals but also students and youth are also troubled by the stress-giving schedules of their studies and extra-curricular activities that they have to manage daily. Multiple tasks could be managed by using time management techniques and skills which can reduce the workload and let you focus on important things like studying the subjects and practicals with ease (Cattaneo, et al., 2017). Managing time provides flexibility in your schedule and planned things. Being a student, managing time ensures that everything is well planned, focused, and organized according to hectic schedules. This helps in completing the academic activities and assignments on time as according to the time management schedule everything is given a fixed time and deadline. 
Continuous increases in the syllabus and academic stress puts the students in dilemma and depression, and some of the students do not even get the time to focus on their extra activities like sports and well-being. Students nowadays are unable to concentrate on their sleep patterns which increases their level of stress. Effective time management can lessen the anxiety of students and maintain the accuracy of their better performance. Though time management is a non-academic skill, then too it is necessary for everyone engaged in their academic life. This non-academic factor when inculcated in their lives can impact their chances to attain more tremendous success with their academics. This skill teaches them the importance and awareness of how important time is and this can have a positive impact on their life. This can help them to control their academics and structure their personal life and well-being (Broadbent, 2017). 


[bookmark: _Toc143511440]3: Referencing 
[bookmark: _Toc143511441]3.1: Definition
Referencing, in other words, can also be stated as a citation and admitting and granting credit referring to those writers from whose research and findings the work has been done. It helps the readers to get knowledge about how the work has been done and the ideas and arguments have been generated by taking the help of the research papers and journals of other writers. Referencing can be done by mainly using four types of referencing styles. They can be termed the APA system (American Psychological Association), the Harvard system, the MHRA system (Modern Humanities Research Association), and the MLA system (Modern Languages Association). 
[bookmark: _Toc143511442]3.2: Importance of Referencing Skill for professional success
When working professionally, good referencing shows the reliability, credibility, and also the trustworthiness of the one who has done the referencing. Professional referencing is about the other writers with whom you have successfully carried out your research and the work that has been done with them. It provides the recorded details of the sources from which help has been taken by reading and analyzing the data. This referencing skill includes everything about the authors like their name and date of publication; title including what the work is about, information about the publisher, and the page numbers and paragraph numbers of the quotations used by us (Heppner, et al., 2015). Good references talk about how good research has been done and also give an overview of the research procedure. It improves and enhances the reputation of the writer among editors, readers, and viewers and shows off your scientific knowledge about different things and areas of research. 
Poor referencing reflects laziness, inaccurate writing, and unclear thinking. Authors and writers can be accused if not undertaken a perfect and extensive literature review. In that situation, the work can be considered plagiarized. The work could be checked and references could be viewed anytime because of several reasons. With referencing, the correct punctuation and spelling must also be checked before publishing the articles or research reports. The methods of citations are to be strictly followed in professional work. Referencing tells the quality of your work and gives the details of primary and secondary sources of research. Plagiarism could not be questioned if referencing and citations are properly done. Every work is first scrutinized properly firstly by the editors and then the reviewers before they are accepted for publication (Gray & Malins, 2016).
[bookmark: _Toc143511443]3.3: Importance of Referencing Skill for Academic Success
When talking about referencing in the academic success that is done by the students to make their research and thesis perfect, that referencing should also be done with correct page numbers and the spellings of the names of the authors from whose work they have done and completed the project successfully (Cargill & O’Connor, 2021). There are no chances of marks deduction if the students work with good references and even if their work is stated as plagiarism free. This can improve the academic grades of the students and overall good results. Also, the reputation of that student is enhanced in front of the teachers and other students. For example, if a student has been assigned work of writing the thesis of their academic course, then he would be first doing proper research about the topic he is given. After that, he will start writing the thesis and at last, the referencing is done from which sources he has taken help. 
He will cite the paragraphs with the author's names and check if the work is plagiarism free. He also has to make sure that the work he had done must not have any spelling mistakes or missing punctuation in it and also should follow specific standards so that his research could be stated and found as legitimate. It works and the research itself will be visible to the teacher and that work would be put into context, and it will show how deeply the research has been conducted. It will show the teacher the understanding of the student and what are his ideas, opinions, scope and depth, and arguments about the particular topic. This will increase the academic integrity and confidence of the student with his research and findings. Referencing will validate the work of the students and as a result, they would not be questioned for plagiarism (Park, 2017).



[bookmark: _Toc143511444]4: Analytical and Critical Thinking skills
[bookmark: _Toc143511445]4.1: Definition
Analytical thinking refers to thinking and analyzing things by gathering the data which takes some steps and logical patterns to be followed by the person. At the same time, critical thinking enables a person to verify the data or the information and question things thoroughly after analyzing them carefully. These two thinking processes are quite different from each other as analytical thinking is breaking down the critical and crucial information to successfully understand the data but critical thinking on the other hand is evaluating and questioning the same information which was broken down to be understood. Very complicated issues could be solved accurately and effectively by using analytical and critical thinking skills and inculcating them at each step of life can make a sense of ease (ŽivkoviĿ, 2016).
[bookmark: _Toc143511446]4.2: Importance of Analytical and Critical Thinking Skills for professional success
Thinking analytically and critically in the workplace can fulfill all the objectives and goals with efficient problem-solving in the success of the business. Thinking analytically can improve the results as only accurate and reliable information is used in the processes carried out for the projects or any of the work in the workplace. This aids and adds to the comprehension of the information that is got to be read and seen. Very complicated issues are easily solved by thinking analytically about the issues and problems. Critical thinking results in open-mindedness of the person because things and information are to be questioned after the analysis of the data. Different perspectives and points of view are taken into consideration which improves the cognitive flexibility of the person. This increases the clarity and precision that is needed to be developed to deliver the projects with more accuracy. The person thinking critically can generate curiosity within themselves. 
For example, a person in an organization is working on a project and he does thorough research on the information and data that is needed to make the project successful but then he is asked to do some changes and impose some innovations in the project, there and then he will analyze the new information and the data needed to make the changes and this will make him curious about the new things and technologies that he would learn and inculcate in the project. Analytical and critical thinking when combined builds a sense of confidence and empowerment and leads to increased intelligence. These thinking skills can be proven as the most valuable tools for being successful and achieving the heights of success in the workplace or the business. These skills and techniques are the only reason for all the innovations derived in the professional career and success (Birgili, 2015).
[bookmark: _Toc143511447]4.3: Importance of Analytical and Critical Thinking Skills for Academic Success
Analytical and critical thinking for students in shaping their academic careers and success is as important as it is for the people working in professional areas or organizations. These skills can be put into the soft skill set of the students that they must have and use in their daily routines and schedules to achieve success (Mutakinati, et al., 2018). For example, if a student faces some complexity in a subject and is not able to get the proper results, then he may think about what the information is about, and he will decode the important points and question the data and information from where he may take help. He can research and then find out that these criteria that needed to be fulfilled in a subject are also told and explained in another subject so help could be taken from there. For a point, we consider that some theories match in both physics and chemistry so these theories could be related to solving the problems after identifying and analyzing them. These skills and techniques when used in academic behavior and institutions specify the important tasks and parts of the projects that are first needed to be addressed with high priorities. 
These analytical and critical thinking skills clarify, classify, and divide the works and projects based on their priorities and weightage. This can reduce the work stress of students to much extent and everything is just clear to them and their objectives and goals are made very clear after thinking analytically and critically about some topic or data. This helps the students with achieving greater heights of success in their lives because students can take proper steps in making decisions for their career and academic life (Changwong, et al., 2018).
[bookmark: _Toc143511448]
5: Teamwork Skill
[bookmark: _Toc143511449]5.1: Definition 
Teamwork refers to people working together sharing the same work and working for a common goal. The work becomes easier for some people but for some of the other people, it becomes difficult because not everyone likes to work in a group. Although the process becomes easier and faster for everyone. Working together can help us to work on big and complex projects effectively, thereby reducing the complexity of the projects and getting better and more accurate results. This can help us to reach our goals and fulfill our objectives. The teamwork could be carried out on the professional or personal level as well. 
[bookmark: _Toc143511450]5.2: Importance of Teamwork Skills for professional success
Teamwork can result in a successful and productive workplace. When working in a team, collaborating with them on any project can lead you to better results and work. The work can be done before time if teamwork is done and this can create a positive organizational culture. Working effectively in a team can get you happy clients and more projects. People dedicated to the same work or purpose can help in accomplishing more than before. One can learn a lot while working in a team and this helps a person to develop some additional skills and also develops strengths, like if you are working on a project in a company with your team, you can gain and generate new ideas, may develop friendships, learn each other’s ideas, stronger connections, and more career opportunities in the professional career which can develop good employee morale. Working on teamwork skills, one can also learn leadership skills (Salas, et al., 2015).
[bookmark: _Toc143511451]5.3: Importance of Teamwork Skills for academic success
Teamwork is as important in academic success as it is in professional career and success. Keeping this in mind, schools and universities are managing somehow and integrating this into the academic syllabus of the students. Educational careers can shape the future of students, so it becomes a lot necessary to inculcate these skills in the students. Students working in a team can develop more skills like adaptability and decision-making skills. In research, it was found that students working in a team are more liable to get more marks and percentages. Teamwork can benefit students because it can teach them essential social skills, effective learning, and listening, improve their self-confidence which makes them feel valued and respected among others, and sets them for their future success. Teamwork for students begins with good communication skills that are needed to be learned by them so that they can express their wants in their group or team (Driskell, et al., 2018).


[bookmark: _Toc143511452]6. Conclusion
This is concluded that the skills listed above, which are time management, referencing, analytical and critical thinking, and teamwork skills are necessary in everyone’s life as they contribute so much to the professional and academic career of a person. These skills can be termed important for enhancing employability and competitiveness and it is crucial for the futures of people. In professional success and career, these skills can get the person to increase economic progress and entrepreneurship. Without developing these skills, it will be difficult to cope for anyone in this faster-growing world. Developing and inculcating these skills are necessary for both, the professionals and the students.
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