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[bookmark: _Toc133219680]1.Introduction by Proletina Petkova

Academic skills are the skills , that both students and professionals need in order to have success in academic and professional life.To achieve academic success, a combination of skills are essential to be developed such as motivation, time management, academic writing, referencing, teamwork, analytical and critical thinking. Developing these skills helps to improve productivity and confidence. In addition, the chances for a better future career are becoming higher. The academic skills which this report will analyse are time management, teamwork and analytical and critical thinking ;furthermore, it will explain why they are important for academic and professional life. The first skill that will be discussed is time management , which could allow individual to succeed academically and professionally. It will explain why it is important, how to manage it effectively and how it can be beneficial for the future. Everything you do in this life requires your time,and the better you use it ,the more you will accomplish and your rewards will be greater (Tracy, 2019). The second skill that will be analysed in this report is teamwork. Everyone ,at certain point in life ,academically or professionally will be in a situation ,that requires being in a team. Teamwork brings people together, helps to share ideas and responsibilities and helps to make progress easier and faster. In a detailed discussion, the importance of teamwork for academic and professional success will be provided.  Last but not least, analytical and critical thinking will be explored, and examples will be provided. People with analytical skills can find solutions to complex problems and are able to make better decisions; on the other hand, critical thinking enables to process information quicker, gain confidence and intelligently analyse data.
[bookmark: _Toc133219681]                                                                
2.Time management by Elena Dineva
    
[bookmark: _Toc133219682]      2.1 What is time management and why is it important?

Time management is effective and essential for the individuals in terms for their career development and to achieve the future goals respectively. In order to manage the time individuals have to form a daily schedule and have to involve self-evaluation in order to analyse how they are spending their time (De Janasz et al., 2019). The formation of daily schedules and the categorisation of the daily task according to the time enable the individuals to complete the task within a definite time period. Effective time management enables the individuals to reach the goals and future objectives and help them to gain benefits for the development of their career (Prasad, 2020). The implementation of different tools, techniques and methods enable the individuals to complete the task on time and the time management is the effective skills that boost up the productivity of the individuals in different spheres. It helps to manage a balance between the work life and personal life and provides a space to enhance the skills and knowledge and achieve the career goals (Cottrell, 2019). The time management is specifically a set of planning and procedures that enables the individuals to manage and complete the task and perform more efficiently. The good time management strategy enables the individuals to gain a work life balance and the procedure of time management varies from one person to another depending on their profession, role and goals within the organisation (Cottrell, 2019). The individuals who are not able to manage the time can face the problem of producing poor work quality, missing deadlines, having a negative impact on their mental health and may encourage harm to their professional life and reputation (Hardy et al., 2020). The individuals can become productive with the involvement of time management skills to help in the progression in academic as well as professional career. It can be observed that the success can be achieved through increasing productivity in which time management plays an ineffective role (Adams and Blair, 2019). The time management provides satisfaction to the individuals by implementing rewarding schemes that can be gained to be more productive and enable the individuals to lead a better quality of life. On the other hand, time management can boost the motivation and confidence of individuals and enable them to implement multitasking abilities that result in enhanced productivity (Cottrell, 2019).

[bookmark: _Toc133219683]      2.2 How to manage your time effectively?

Time management is a key element to become popular in the professional field and to achieve recognition in this field. In order to manage the time individuals have to create a schedule that helps the individuals to become organised and encourages them to avoid any kind of leisure (Cheng et al., 2020). The formation of daily, weekly and monthly schedules become the initial stage of managing the time (Cottrell, 2019). On the other hand, a precise and easy strategy to improve the time management skills is to provide a deadline for the individual task. This may enable the individuals to complete the task early and implement more time to spend with the family members (MacCann et al., 2020). The implementation of self-assessment may enable the individuals to track their progress and to measure their success in terms of achieving their career goals. The individuals may include this self-assessment procedure at the end of every week that may provide more motivation and enthusiasm to perform better. The individuals have prioritised the task and that may enable them to complete the task within a specific time and reduce the level of stress within the workplace environment (Cottrell, 2019).

[bookmark: _Toc133219684]      2.2.1 How is time management beneficial in the future?
[bookmark: _Toc133219685]The effective time management strategies provide a number of benefits to the individuals. Through this improved time management skills individuals can get a direction to achieve their future goals and objectives. The effective time management may enable the individuals to prioritise their work that may help them to complete the task more quickly and efficiently in future (Cottrell, 2019). The improved time management skills enable the individuals to gain advantage from the opportunities and enhance their knowledge on the proper utilisation of the resources (Ferreira et al., 2021). Thus, in future perspective the improved time management enables the individuals to lead a better quality life by having balance in personal and professional life.                           
3.Teamwork by Ivan Sendrev and Ivelina Georgieva-Draganova                      
Teamwork can be defined as the capability to work with others for achieving the common goals and aims (Clancy and Tornberg,2019). A sense of unity, innovation , creativity can be developed in the organization with the help of effective team working. Another skill taken from the book is collaborative working skill. According to the book it has been summarised that teamwork is known as the abilities and qualities of an individual to work in a team ,in affective manner, in order to accomplish together goals. Whereas Collaboration is known as the actions that are taken by students to work and collaborate with different people who possess different set of skills (Shartel et.al., 2021). These abilities, usually referred to as collaborative skills, are those that students employ when collaborating with peers to conduct shared goals. These soft skills are a collection of various sets that enhance teamwork and (collective) collaboration. According to the book, when students work together and collaboratively, it aids them in highlighting their abilities and skills, which are crucial  and useful in their job and personal lives. These abilities and skills include self-awareness, understanding of group dynamics, and comprehension of others' behaviours, such as how they people use their emotions, thoughts, and teamwork abilities. One should try to foster a supportive environment while working on group projects, and each team member should be sensitive to the feelings of the others. Each group member should take ownership of every task, which requires active engagement from all members in the group effort. Effective communication and listening skills are crucial for cooperation and collaboration , since each participant in group projects or discussions should offer an example of equal opportunity to communicate their ideas and opinions , to boost motivation in every single member in group. Improving this skill is very essential for as, also provided with group projects and assignments where teamwork and collaboration is needed. All the students need to take more part in group activities, and to listen always the opinion of others , before giving any decision or knowledge.

[bookmark: _Toc133219686]           3.1 Why teamwork is a transferable skill?

[bookmark: __RefHeading__43080_1257320110][bookmark: __RefHeading__43082_1257320110]Transferable skills refer to those skills ,which can be shifted from one job role to another (Ehlers, 2020). No professional qualification is needed to gain these transferable skills , as these skills can be gained from day-to-day life and education. According to that, teamwork is a transferable skill and with the help of these skills ,students can easily attain success in their career. It is one of the necessary skills that are important for achieving group goals. With the help of effective team working skills, students can easily complete all the tasks as well as projects and it will help them in enhancing productivity and efficiency. Such skill is also used in communication with others, as effective communication plays a vital role in teamwork. With the help of team working skills students can achieve objectives easily, smoothly, and it will help them in gaining competitive edge in the market (Majid and et.al., 2019). This skill has also helped millions to build effective relationship with others, and by developing good bond with team members it develops a sense of belongingness among them, which will also assist as in enhancing productivity and efficiency. Teamwork skill also play significant role in collaborating with others easily. In addition, with the help of such skill, it can be more easily to solve different problems and it will lead to efficient processes, innovations and incredible successes.

[bookmark: __RefHeading__43084_1257320110][bookmark: _Toc133219687]        3.2 How teamwork helps in personal and professional development?

[bookmark: __RefHeading___Toc109382676][bookmark: __RefHeading__43086_1257320110]Teamwork plays a key role in people day to day personal and professional life. According to  (Cottrell, 2008)  it has been analysed that, with the help of team working skills, students can easily work with groups of others, and it will help them in achieving goals successfully and objectives in an effective manner. This skill has also helped as when actively listening to others it helps learning new things from their peers and this has led to enhancement in better productivity. 
At the end it can be summarised that teamwork plays a strongly and  essential role in
student’s educational life ,because it promotes innovation and develop soft skills.

[bookmark: _Toc133219688]4.Analytical and Critical thinking  by Petar Radoslavov

[bookmark: _Toc133219689]         4.1 What is analytical thinking and why is it important?

 According to (Cottrell, 2017) the concept of analytical thinking is a broad category that includes the ability to identify and define various problems, extract data from it, and develop effective solutions. This discipline is also required to test and verify a problem's cause. Analytical thinking is a type of thinking that helps people improve their lives. It can help them keep track of their priorities and keep them focused on their goals. Having a good time management system can help people feel more in control of their lives. Being able to approach failures and setbacks as an opportunity to improve is an example of an analytical thinking process. Leaders are good at solving problems by bringing their own lessons to bear.
Analytical skills
This skill involves being able to analyse and evaluate various factors in order to come up with a compelling argument or a solution to a problem. A good problem-solver should have the ability to think critically. This skill can also help them recall information and use it properly.
Problem solving
The ability to identify and develop a solution to a problem is a vital part of any person's ability to perform their duties. There are a variety of resources on Mindtools that can help you improve your problem-solving skills. These include a quiz that will test your abilities, as well as various strategies and techniques.
Creative thinking
People who are creative are often able to solve problems and find solutions that are not easily apparent. This is a skill that many people need to develop in order to excel in their jobs.
Resea
In analytical thinking, it is important to conduct in-depth research. This process involves gathering information about a particular problem. Analytical thinking involves conducting in-depth research, which can be done through various sources. Some of these include conducting online research and gathering information from sources such as government documents and competitive. It’s also important to know the type of data that is required for a particular problem.

Any task or project will encounter obstacles or challenges that need to be resolved. Having the right people in place who can tackle these problems can help an organization save time and money. Being able to analyse and interpret the vast amounts of data that an organization is constantly receiving is becoming more important as people are constantly bombarded with information. This skill can be useful in identifying and evaluating the most relevant information for an organization. Employees are valued by their employers for their analytical abilities, which help them reach their company's goals and maintain a competitive edge. Having the necessary skills to analyse and solve problems is very important for any business. People who want to work in various fields, such as marketing, programming, and customer service, need to have good analytical thinking skills. Although some positions may require specific industry knowledge, this can be transferred to other industries. Having this type of expertise can help you land a job. People with strong analytical capabilities can grow in their professional careers. Those who aspire to higher positions within their current organization should have this skill.
[bookmark: _Toc133219690]          4.2 What is critical thinking and why is it important?
A critical thinking technique is a process utilized to analyse and formulate effective questions that can be used to find solutions to complex problems. It involves the ability to think critically and come up with different ideas. It involves weighing all the possible arguments and viewpoints before coming to a decision. This is very important in making good decisions. Critical thinking is a skill that enables people to see the world through a more nuanced perspective. It also helps them handle uncertainty and adapt to changes. Critical thinkers are capable of drawing reasonable conclusions from various sources of information. They can also discriminate between unimportant details to make better decisions or solve problems. In addition, employers value this ability and are looking for applicants who demonstrate this in their job application. Creativity and innovation are crucial when it comes to critical thinking. Students may need to find patterns in the data that they are looking at or develop a new idea that no one has attempted before. This can be accomplished by utilizing a unique perspective (Cottrell,2017).
[bookmark: _Toc133219691]5.Conclusion by Proletina Petkova

[bookmark: _Toc133219692]In a conclusion, developing  academic skills can help everyone to be more in control of their studies , work and personal life. Students can be able to reduce the number of hours spent on studying, as they will know how to organise their time well. The confidence while writing assignments will be higher with the knowledge to analytically and critically evaluate the information. All these skills learnt while studying are transferable to the workplace. Knowing how to effectively manage time will reduce the anxiety and stress and it will help to provide a better quality of work.Teamwork builds strong employee relationships and improves the creativity and motivation to the workplace. Every business is looking for people who have analytical abilities , as that helps the companies to grow and reach their goals. Regarding personal life, all these skills help to improve the overall performance. Everyone would be happier to be able to spend more free time with their friends and family and that can be easily achievable with good time management. Learning how to work in a team encourages personal growth and makes people better listeners. Analytical and critical thinking helps to improve significantly the quality of life ,as it focuses on the strengths people have and helps them to not underestimate themselves. 
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