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Organisational functioning and management have evolved greatly with advancements in digital technologies. This leads to the need for better academic skills for students to progress efficiently into professional work settings. These consist of time management, multi-tasking, critical thinking and effective data analysis and presentation. According to Cottrell (2019), higher education provides a platform for students to gain and sharpen these important skills. Some of these skills are discussed in detail below.
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[bookmark: _Toc176261711]Benefits of Time Management
Time is a resource that is limited for everyone. Cottrell (2019) states that a person needs to devote time to family, work, health, sports and various other facets of life. This leads to the need for effective time management to avoid confusion and anxiety. According to Jacob (2024), time management refers to the optimum utilization of one’s time in order to maximise productivity and ensure work-life balance leading to overall well-being. For students, time management becomes increasingly important to manage multiple projects or assignments with overlapping deadlines. Kadavy (2020) proposes that calendars and diaries can be used to manage deadlines better in order to get more effective time which can help improve productivity. This helps in reducing anxiety and ensures personal well-being.
Present-day students are being prepared for careers in highly competitive and stressful job environments. This can get highly overwhelming if available time is not managed effectively. Cottrell (2010) stresses that it is very important to work in a systematic manner and seek help when required. This helps students to manage deadlines and streamline their work better hence enabling personal satisfaction.
[bookmark: _Toc176261712]Time Management for Studies
There are different techniques for time management in academics. One technique is “Eat the Frog” which refers to finishing complicated tasks first (Habbert & Schroeder, 2020). Most students prefer to finish easier tasks first but this may lead to anxiety as there is less time in the end to finish the difficult ones. Dizon, et al. (2021) advocate the Pomodoro technique which consists of breaking up tasks into smaller portions and setting deadlines for each portion. This is highly effective since students have to concentrate on smaller parts of tasks at a given time which is easier to achieve.
Students should make schedules and timetables considering complexity of tasks and the anticipated time each task would take. Following a logical order for tasks is also important. For example, if a certain data is to be presented, the theoretical background and source of the data should be analysed first in order to make sense of the data and come to a conclusion. Jacob (2024) adds that time-wasters like illogical workflows and processes should be identified. Removing these helps to invest resources in more productive tasks leading to better results.
[bookmark: _Toc176261713]Setting Priorities to Manage Time
Prioritising tasks is a major step in effective time management. Janson (2024) refers to the Pareto’s Law which states that 20% of time and effort spent can yield 80% of productivity for students. Keeping this in mind, students should prioritise tasks that are more productive and can get them more visibility and success. However, Cottrell (2019) emphasises that less important tasks, if ignored, can lead to roadblocks in the end. Timetables, schedules and to-do lists help in planning tasks efficiently keeping in mind complexities of tasks, deadlines and resources required. For tasks with overlapping deadlines, a knowledge of which task is more complicated and requires more effort can help in prioritising accordingly.
[bookmark: _Toc176261714]2. Importance of Academic Writing
Higher education involves advanced writing skills which are aided by detailed reading of different perspectives to an issue. Levin (2009) explains that academic writing involves comprehensive reading and understanding of various aspects to come to one’s own conclusion regarding a given issue or topic. Thus, reading is a basic ingredient of academic writing. Caplan & Johns (2022) add that student writers should not just copy and paste what they read from various sources. It involves paraphrasing, analysing, evaluating and forming their own opinions on the topic. These are highly challenging skills that should be developed during education. These skills help students to think and form their own ideas as opposed to just reading and memorizing facts.
Academic writing is important because it helps in independent thinking and facilitation of new ideas which also helps students in their professional careers. Caplan & Johns (2022) stress that it is important for students to form their own opinions on various subjects which can then bring about advancements and changes in society. Communication and language used are also very important here. Levin (2009) states that a writer’s feelings and opinions about subjects should be clear which can then attract readers and initiate discussions and changes. It should also give evidence that a writer has read about the issue thoroughly before forming his own opinions.
It is also important to acknowledge the sources that have been used during the writing. Pears & Shields (2019) explain that plagiarism constitutes using other people’s ideas without referencing them appropriately. This leads to loss of integrity for the writer using the idea. It is the moral responsibility for academic writers to reference their work accurately. Plagiarism is a major issue in the academic world today and should be avoided at all costs.
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Academic writing has led to detailed research and various articles have been written about it. Hanim, et al. (2020) explored the relationship between critical thinking and academic writing. It is not sufficient for academic writers at higher education levels to just memorize current literature and reproduce it. It is important to form one’s own perspective on every topic. Hanim, et al. (2020) strongly feel that employers prefer candidates who can think critically and out of the box. This enables them to find solutions to complex problems that organisations face on a daily basis. Using critical thinking in academic writing enables students to think on their own and be innovative in their writing which also benefits them in their professional lives.
Academic writing also requires good peer reviewers who can review and enhance the output. Munasinghe, et al. (2022) state that reviewers currently have workshops, editor feedbacks and learning packages which they can use for their learning. However, these are not sufficient for their overall growth. A reviewer residency program can help in identifying, training and evaluating reviewers more efficiently (Munasinghe, et al., 2022). This can produce high-quality reviewers which helps in improving the overall quality of academic writing.
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As already mentioned, critical thinking is an essential ingredient of academic writing. This involves critically analysing and evaluating information available from various sources to form one’s own idea or opinion (Witchel, 2020). This is in contrast to descriptive thinking which does not involve analysis or evaluation. Witchel (2020) explains that descriptive thinking just describes a view as is without looking at different perspectives or forming an independent opinion. An ideal piece of academic writing would include a combination of both where the descriptive part would help a writer to acquire information and critical thinking helps in research and analysis of this information to determine the writer’s perspective. 
[bookmark: _Toc176261717]Critical Thinking Tools
There are various techniques which aid in critical thinking. Paterson (2023) explains that the 5 Whys method helps in exploring the root cause of an issue till an answer is reached. This helps in understanding the factor that started an issue and how it can be resolved. However, Paterson (2023) argues that this gives a very narrow and one-dimensional picture of an issue and its cause. This leads to the preference for the fishbone diagram which is shown below.


Fishbone Diagram for Root Cause Analysis
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Figure 1: Source: Adapted from Paterson (2023)
For any issue, the solution lies in one of the factors shown above. Paterson (2023) explains that an issue can arise out of a misalignment between goals and processes, lack of interdepartmental coordination, resource issues, human error etc. The fishbone diagram provides a wider framework for individuals to assess why an issue arose and how it can be avoided in future.
Other tools like mind maps help in understanding root causes in a formalised manner. Pritchard (2008) explains that mind maps help in grouping similar thoughts and ideas to understand causes of problems and find solutions. These maps can be extended as required with more research. Sabry (2023) adds that Decision Trees help in understanding the positive and negative impacts of each decision which can aid individuals in making conscious decisions keeping consequences in mind. These tools help in statistical analysis of large datasets. The SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis is a very effective tool to understand the impacts of a decision or an idea. Feldman, et al. (2023) elaborate that it takes into account both internal and external factors related to an issue to help individuals come to a balanced decision.


[bookmark: _Toc176261718]Critical Thinking in Academic Writing
The importance of critical thinking in academic writing cannot be emphasized sufficiently. Academic writing requires supporting and opposing arguments for every idea or point being discussed. This is where critical thinking comes in. Levin (2009) stresses that analysis of both positive and negative aspects of an idea gives rise to a composite perspective on the part of the writer which is his or her own. This gives the writer an independent opinion and helps them understand their own viewpoint on an issue which helps them bring about changes and grow as writers and individuals.
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To conclude, academic skills should be constantly honed with time to meet the changing requirements of organisations. Academic institutions should always be aware of the expectations of employers in professional settings. This helps them understand the skills required at the higher education level to help students transition smoothly into their professional lives. Skills like critical thinking, academic writing and time management are critical tools which help students not just professionally but personally as well.
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