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Introduction
Academic skills are an important part of people's daily lives. They are applied both in education and in the workplace.
In this academic report we are covering four topics – Time Management, Teamwork, Motivation and Analytical and Critical Thinking. These topics are purely academic skills. They are also work-related and transferable. Anyone can use them to climb the ladder of success.
The purpose of this report is to show how and where the above mentioned skills are used and how to improve them.

Time management
Time management is the process of organizing, planning, and controlling how much time to spend on different activities to increase effectiveness, efficiency, and productivity (Phillips and Enderby, 2021).  Time management increases the ability to have a balanced life. People can do more work in a shorter period due to time management. Time management may be very helpful to do work with a time limit. When there is work to do that has a due date, then time management helps to bring the best outcome in complying with the due date (Vortherms and Neal, 2022). The time management system is a nice combination of various tools, such as: to process, design, and technique.
Time management not only helps in corporate life but also helps in student life to read and do work according to time schedule.  
Benefits of Time management
Time management is very essential for maintaining time according to work (Iseman, Silverman and Jeweler, 2021). When someone knows the use of time effectively, they can unlock many benefits. Time management will ensure greater efficiency. When they are more efficient, they will get more productivity. Someone shouldn’t worry about the timing as the time has already a good routine so he could do work stress-free (Haines, 2021). Maintaining the time is a good thing. When someone could maintain their time properly and can do their work, this will make a great professional reputation. Someone who can manage their time properly will feel more in control of the situation and feel more confident in life. 
Priorities and goals
In time management making the priority list and setting the goal is very important (Vortherms and Neal, 2022). When someone is making the priority list he will firstly think of the most important thing in life. He will do the important work first and then gradually do the less important work. He will set an ultimate goal, and this will increase the mindset to do work according to priorities (Phillips and Enderby, 2021). Someone could analyse his situation and divide the priorities into some criteria. 
•A task which is important and also urgent in the meantime. 
•A task that is important but not that urgent. 
•A task that is unimportant but very much urgent. 
•A task that is not that much important and also not that urgent. 
This should be the rank-wise priority list of someone’s worklist according to time management (Haines, 2021). Besides focusing on a priority list, a man should also eliminate the non-priorities from the worklist. We do many non-important works in life which kill our valuable time. This non-important work should be eliminated from the worklist. 
Set a stopwatch to complete the work: Setting a time limit for every work will make someone more focused on the work (Phillips and Enderby, 2021). This time limit should be given based on the types of work. It will save us from time killing. 
For example, in the office, if some work has a time limit of one month, then this work will take all the days to complete (Iseman, Silverman and Jeweler, 2021). But if for any unexpected reason, the time limit decreases from one month to one week, this team will be able to do the same work in one week with more dedication. This is called the proper utilization of time. With proper utilization of time, much work could be done in less time.
Implementation of goals
To be successful or to reach his goals, a man should make a “to do” list. This list of work should be done in time (Vortherms and Neal, 2022). There could be more than one list but all of the work from this list should be done in time to reach the goal. This list could be written traditionally on paper or digitally on the notepad of mobile. When a job is done from the list, we should make a sign on it as done. After completing all these jobs from the list, a man should set a new goal and write a new list of work and do them in time. 

Teamwork
At its most basic, teamwork is the act of working together as a team to accomplish a shared objective. When a group of individuals work together, they are able to draw on the qualities of each individual member to improve the total performance of the team (Haas and Mortensen, 2016). 
As a result, they're cultivating a supportive and stimulating environment. Having a diverse group of people working together is an important part of any project's success. It's not only about accomplishing shared objectives that make a team successful. Personal and professional life also has a role in what a person will learn here. Learning to operate in a team improves people’s capacity to communicate effectively and to be comfortable with revealing their weaknesses to other people. 
A person is more likely to develop empathy, which has a favourable effect on his mental health and personal development. The ability to work well with others is called teamwork. When it comes to group tasks and meetings, a student will be more prepared than ever before. At certain periods in one's life, it is necessary to collaborate with other people. It may be a teacher giving a group project or a boss delegating a task to multiple staff.
Importance of teamwork
Diverse perspective: Work can only be done on a varied team. Team members with diverse backgrounds, skill sets, and degrees of expertise will generate new ideas. To ensure that all perspectives are heard, you need to develop and support a safe environment. Taking away the fear of being criticized enables people to express themselves more openly.
Increased innovation potential: The intersection, according to author Frans Johansson of The Medici Effect, is a location where ideas from diverse sectors and civilizations come together (Johansson, 2017). As he sees it, variety is a well-known route to unlocking new possibilities, conquering new problems, and acquiring new perspectives. 
Regulation of performance: When you're working alone, it's tough to keep track of your progress. There's no one around to call this out if you start to slack off. Working in a group also has the benefit of allowing you to keep tabs on your progress. Many individuals have the same purpose, and so do obligations and responsibility. Each member will be made aware of any declines in performance by their fellow members.
Smart risk-taking: Working alone, you may be reluctant to put your life at risk. It's reassuring to know that if anything goes wrong, the rest of the group is there to provide a helping hand. According to a study published in the journal Nature, small teams are more likely to come up with the most disruptive ideas, maybe because bigger teams debate more (Wu et al., 2019). 
Being able to work well with others is a valuable talent to have while looking for a new opportunity. One must evaluate his present skill set and find opportunities for growth. He may begin to develop good collaboration abilities with time and practice. In recent years, teamwork has grown considerably more difficult. Increasingly global, virtual, and project-driven teams are only going to make things more challenging (Haas and Mortensen, 2016). Analysing the strengths and areas for development of a particular team in a disciplined way may make all the difference.
Motivation
What is Motivation?
Motivation is an internal process, whether we define it as an incentive or a need, motivation is the state within us that wants change, in ourselves or in the environment. Motivation is a storehouse of energy that we use; it gives us the desire and direction needed to interact with the environment in an adaptive way.
Motivation has as many faces as human desires.
Motivation is influenced by the satisfaction of needs that are either necessary to sustain life or are essential for well-being and growth. The physiological needs of food, water and sex serve the body to sustain life and also provide satisfaction from it.
Motivation process
Our motivation, when it comes from internal motives, categorized into needs, knowledge and emotions, is often experienced as more immediate and powerful than external motivation.
Motivation is activated through our physiological and psychological needs, knowledge guides us, and emotions attract intensity and energy to our activities. When these behaviours, in turn, create more positive motivational and emotional states, they reinforce the behaviour through positive feedback and increase the likelihood of recurrence.
"The greatest thief this world has ever produced is procrastination, and he is still free." Josh Billings
Here are some foundations to focus on when we want to be motivated to succeed:
· Write down your goal - Get your goal out of your imagination and on a piece of paper.
· Set a deadline. Set a target date by which you will reach your goal.
· Work on your thinking. Develop your skill set.
· Take the first step. Continue to completion.
· Reward yourself, thank yourself!
At the end, the first motivation for time management, is the research of the best balance between the life and the time, achieved this, will be possible to earn more time in the life.
‘’Time isn’t the main thing. It’s the only thing.’ Miles Davis
Analytical and Critical Thinking
Analytical and critical thinking ability is considered as an ability of an individual whose rational thinking process is incorporated in order to obtain, organize, analyse, interpret and implement data and information with the help of logical thinking. The purpose is to make effective decision to solve problems.
Evaluation of Its Relative Importance in Future
In academic and corporate life both analytical and critical thinking ability place a great role in order to ensure competitive advantage. Basically analytical and critical thinking ability helps and individual to appropriately identify the problems and provide effective solutions to the problems. If the life of academy and corporate were to analyse properly, it would be evident problem is present in every aspect. Within these aspects the best way to attend comparative advantage and success is to solve as many problems as possible effectively and efficiently. As a job holder the effectiveness and efficiency of solving a problem might determine the promotion. 
Similarly as a student the efficiency and effectiveness of solving problems surrounding the academic lifestyle will ensure competitive advantage and academic success in future. Not to mention as a student being able to obtain information from external environment will drastically increase the utilization process. This means as a student not only problems will be solved but also the resources that the student is exposed to will be used effectively. Also as a student extra-curricular activities can provide a competitive age in the corporate life because academic activity exerts transferable skills which is one of the most lucrative aspects for newbies in corporate world.
Why It Is the Most Important Area
Analytical and critical thinking ability can be most important transferable skills a student or a job holder can have. The core purpose of analytical and critical thinking ability is to obtain information from external environment and later on use this information in order to solve as much problems possible. If a scenario where to be assumed where a student is exposed to extra-curricular activities then the first problem the student will face is lack of sufficient skills in order to gain expert is over that extra-curricular activities, for example - public speaking.
A student that possesses analytical and critical thinking ability will at first identify the necessary skills to gain expertise over public speaking. Later on, by acknowledging the necessary skills to obtain expertise over public speaking, the student will engage with necessary resources in order to gather necessary skills associated with public speaking. With constant practice the student will be able to attend public speaking skills in the end. The overall process might take comparatively more time from the perspective of individuals or students that doesn't possess analytical and critical thinking ability. This scenario concludes that not only critical thinking ability helps an individual to effectively solve problems but also will help us student together as much transferable skills possible. 
Moreover according to Wright, (2001) critical thinking ability allows an individual to think strategically instead of thinking by instinct or intuition. By mastering analytical and critical thinking ability any individual can make better decisions and reflect their learning experiences. 
Due to the occurrence of self-reflection an individual gets a clear visualization of which steps are essential in order to ensure accomplishment of a particular objective. Ramanathan, (2019) also concluded that one of the most common attributes that is available in every successful individual as well as leaders in modern society is critical thinking ability and their ability to self-reflect and implement the critical thinking ability for their own betterment.

Conclusion
One of the expansive processes that take place throughout a person's life is development. If there is a desire and need for development, it won’t stop. This is one of the ways for people to assess their qualities and skills, for them to make sense of their life goals and priorities and to realize their potential. 
People are provided with the amazing opportunity to self-analyse their own knowledge, their skills and qualifications, but also the abilities to learn new things. All of that is thanks to the personal development.
Some of the goals of developing academic skills are: to improve people's capacity; to review, plan and take responsibility for their own academic, professional and personal development; to grow mentally and achieve more goals etc. 
Some of the main academic skills are:
Time Management, Teamwork, Motivation and Analytical and Critical Thinking.
All of these skills are important for the person’s growth. However, if you would like to be more successful than others, you have to learn as many as you can from them. 
Every person has been in a situation to be late or to not like someone from his group, does not matter from school or work. Everyone felt lazy and sometime very motivated. So we all have experience with most of the academic skills. We just have to learn from our mistakes and gather more information, so we can improve ourselves and be better than yesterday! 
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