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Introduction
Every person needs to develop or acquire different types of skills for different opportunities for their professional life.  This study elaborates on the different types of concepts in time management, academic writing, paraphrasing, and online learning experience. The importance of time management is that in any type of work in professional life it improves the acceptability and quality in corporate sectors. The method of learning and gathering information by using different types of tools or different types of sources to increase the capability and improve the knowledge to increase the quality of work.
[bookmark: _Toc68387781]Time Management
The practice of time management enriches the capability and seriousness for any kind of work for a person. According to Aeon and Aguinis (2017), time management in professional life increases the outcome of any kind of job, as well as the outcome of the job, become qualitative and satisfactory. Learning time management skills in student life increases the chance to get a satisfactory job in the corporate sector as the industries hire a person having the skill of punctuality and discipline. The key concept gathers from the lesson of time management is that it surges the capability of a person. The time management skill increases the desirable outcome capability and implication of the concept of time management influence the decision-making capability. I learn the benefit and necessity of time management in professional and unprofessional life. For example, in professional life, if a company provide a job to its employee and ask to finish the job in a stipulated time then the outcome of that work depends on the time management skill of that employee and I learned it in class.
According to Wolters et al., (2017), time management skill increases the self-efficiency that is useful for a person delivered the profitable outcome. The key aspect of time management is to meet the deadline of a project and provide the project in said time. I learned to meet the deadline and the importance to meet the deadline as if I failed to meet the deadline then it may affect the company as well as my professional life. Making a time structure to reach the target is also a key concept of time management skills that help the employee to fulfill the job in time. The employee also understands the lacking of his skill as soon as the deadline is missed. I learn the concept of dividing the time into parts for any project through the time management skill development module to decrease the probability of missing deadlines.
One person having the skill of time management can lead a team toward the success path and teach the members the importance of time management skills. The group project of the classroom helps me to understand the clear concept of time management as I fulfill the target with my team members and delivered the project within the deadline. The team members also understand the importance of time management skills. The methods of time management help to track down the time spending in a day (Kamaluddin et al., 2021). The techniques of time management such as regular updating the to-do list, prioritizing the task, focused on the job, make the structure of time for a job, and self-awareness for time. The Pickle Jar Theory of time management explained that one must have to do the most important job first and then the other jobs otherwise the task may not finish in time. One must structure his model of time management to spend their time.
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Academic writing is focused on topic-based and evidence-based writing with simple words. The use of complicated vocabulary is not mandatory for any type of academic writing. The structure of academic writing is also essential to connect each point of the writing. Focus and planning are the key concepts behind writing about any academic writing. The tone of the language needs to be formal and affirmative in style to increase the quality of the writing. According to Hyland and Jiang (2017), language and clear concepts about a topic helps to deliver quality writing. The use of the first person in academic writing needs to be neglected as academic writing is a conceptual understanding of the topic. The vocabulary, choosing of words are describing a student's concepts about the topic as the vocabulary used in the writing must be connected with the topic. Academic writing need not be complex and wordy. A clear structure of the writing also essential to make it interesting for the reader.
Academic writing skill is required in a different stage of education like college, university, in some cases it also required in high schools. The writing about a topic teaches in the classroom shows the concept clearance of a student about the given topic. There are four main types of academic writing such as analytic, persuasive, descriptive, and critical. The language uses in these types has different features and different purposes. According to Huisman et al., (2019), the format of academic writing in higher education brings positive feedback for that students. I learned the different types of styles of academic writing and the exact use of the vocabulary according to the topic in my class. During the class project, I show my capability in academic writing and got positive feedback from my professors. The use of different English in different questions was exceptional in academic writing that helps me to get positive feedback. The format of academic writing also plays a vital role in any project. As Yu and Liu (2021), researched shows that the academic writing skill of a student helps the student to increase the self-learning capability. The classroom assessment helps to understand the required skills for academic writing or any kind of improvement desire for any students or not.
According to Badley (2019), in the present situation, academic writing is criticized according to its writing style and choice of words. The critics said that academic writing at present is contained obscure and turgid prose. Badley (2019), also provides a solution for this kind of problem that says the writing is better if the writing is in the storytelling form. The simplicity in writing improves the acceptability of the assessment and it also satisfactory to the reader. The over-theoretical approach of academic writing and lacking conceptual writing bring a negative impact on the readers. The evidence and research behind the assessment need to be fulfilled by the writer to provide a strong base for the assessment. The feedback of an assessment or academic writing is a vital part for the writer.
[bookmark: _Toc68387783]Paraphrasing
Paraphrasing skills develop the ability of a writer to rewrite a paragraph in own language by understanding the meaning and concept of the paragraph. The strength of vocabulary is also important for paraphrasing in academic writing. The language-related difficulties among the learner are common in the classroom. According to Na et al., (2017), the students often use the synonyms of a word to paraphrase. The concept and source of the paragraph need to be cleared for the students to paraphrase the paragraph. Students face difficulties such as understanding the meaning of the paragraph and a lack of vocabulary. I learned to paraphrase and practiced improvising the paraphrasing skill. The assessments help me to improve the vocabulary of the English language that helps me to paraphrase any text easily. Paraphrasing skill improves with lots of practice and according to increase experience paraphrasing skill also improve for a student. The challenges behind paraphrasing are to use the appropriate English language to paraphrase a paragraph. 
Another important skill required to paraphrase a paragraph is thinking power. According to Garmston (2019), paraphrasing skills can be improved by increase the level of conversation and improvise the listening power of a person. Students need to observe that while they paraphrasing a paragraph the meaning of the paragraph remains unchanged. Students can use different types of paraphrasing techniques such as changing the grammatical structures and adding new words to sentences. Different types of methods can be used to paraphrase a paragraph such as one can start writing with a different sentence from the source. Another method is that one can break the information of the paragraph to increase the number of words and improve the quality of the paragraph. The sentence structure also can be changed by using different types of words.
Paraphrasing skills also develop by practicing different types of tools on the internet. A direct copy from a paragraph shows plagiarism for an assessment and that is a direct violation of the academic writing rules. Paraphrasing is needed to be plagiarism-free as well as the paraphrasing content also needs to contain the all required information in it. The information provided during paraphrasing cannot be different from the actual source. According to Rogerson and McCarthy (2017), the students of college and university used different types of online tools to paraphrase a paragraph and they often faced difficulty for using such thing. Plagiarism may occur in such a case and the student must face problems in his assessment.
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Learning through the classroom and learning online are two different things and different students accept the different types of the concept of learning. Online learning helps the student to reach different types of information in the same field to increase the knowledge about the topic. Online learning skills improve the ability to collect information from a different source to increase knowledge about the topic. The online learning from the classroom helps me to improve the skill of information collection for an assessment. Hodges et al., (2020), say that in the present situation students of colleges and universities are using online learning tools to increase their knowledge. I also experience online learning and improve my skill in collecting information about a topic. The information gathered by surfing the internet and using a different source of information via the internet is also helpful to improve the knowledge.
Mayer (2019), shows in his research that the improvement in online learning in the past 30 years is considerably high. There is no such thing as a boundary in online learning and it brings a change in the learning strategy of a student. The online learning experience can be exercised in different ways such as by practicing in a group or by surfing for information on different websites. Digital learning improves as time passed and the new technology evolves accordingly to help the students in online learning. I gather online learning experience by using the internet and surfing for different information about a topic that helps me to increase the capability of writing and increase the knowledge in internet surfing. Different types of methods in online learning such as synchronous online courses and hybrid courses and asynchronous online courses to improve the knowledge about the learning. Online learning has no time limit and no boundaries that help me to gather more information in a short period. According to Orabona (2019), modernization in online learning helps the students as well as the teachers. The challenge in online learning is that a student may show less interest in online learning and in that case that student may not get much information about the topic (Gillett-Swan, 2019). The universities and colleges make the internet uses flexible to increase the students' interest in learning.

[bookmark: _Toc68387785]Conclusion
This study concluded that a student can use different types of tools, methods, and techniques to improvise his skills. Time management in academic writing plays a vital role so a student must structure his time according to the importance of the work as the important work must have to give prioritization to that work. The paraphrasing skill also needs development for a student by increase the vocabulary stock. The vocabulary of a student will increase by performing the online learning courses and learn to surf for the information in the browser. Vocabulary also helps a student to paraphrase a paragraph to avoid plagiarism. Students may include different types of learning methods on their own in their time structure to improve their skills.
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