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Introduction 
[bookmark: _Toc112807362]Academic skills are the most important factors for students to get success in their academic careers and also compete in their professional careers (Alvarez Sainz et al., 2019). The more skills one can attain, the more capable he will be to manage his career and the organisation he is employed in. Students need to practise these academic skills in educational institutions so that they can effectively use them in their professional careers. Many of these skills are possible to achieve by learning them and practising them in educational and professional settings. There are so many important academic skills which need to be found in them. Four of the academic skills are explained in this report and these skills are time management skills, reflection skills, teamwork skills and motivation skills. The essay will discuss the importance of the skills along with the theories and importance of those skills in personal and professional life is also provided.
Academic Skills
[bookmark: _Toc112807363]Students work hard to get success in their careers. Hard work helps to attain many achievements. But it is not sufficient to get academic success in this changing world. They are required to obtain numerous skills that can help them to adjust changing situations and make the best use of their academic knowledge (Burns and Sinfield, 2012). These skills are also referred to as academic skills which mean the qualities and strategies that help a student to get success in his career and make a distinction from other students. Some academic skills are time management, reflection, teamwork, motivation, analytical and critical thinking, research skills, IT skills, self-discipline, presentation and communication, etc (Cottrell, 2019). Academic skills not only make the paths easier for the students to academic success but also help them to excel in their careers.
















Time Management Skill
Some people finish their tasks on time, and it seems like they have so much time to do that. On contrary, others struggle to complete their every task before the deadline. Here the difference arises from the time management of these people. Those who properly utilise their time can achieve success in the assigned job (Alvarez Sainz et al., 2019). Otherwise, they may suffer to keep the responsibility. Time management can be referred to as the process of organising and planning the time to divide into various activities. This division of time ensures that all the activities are completed effectively. At the planning stage, the priory is given for those activities that need to be completed first and then other tasks are completed which are less important.
Majid et al. (2012) aimed their study to find out the management of time for university students to complete their tasks efficiently. They have found that students are more focused on short-term planning, and they generally do not prefer long-term plans. They think that short-term planning is way easier and more helpful for them to accomplish a task. If they make long-term planning, there exists a high possibility that they will not be able to implement the planning for having a lack of skills and understanding (Alvarez Sainz et al., 2019). To get their task completed efficiently, the factor for creating effective time management has a great influence on them rather than having lots of time. Therefore, students need to be given proper education and understanding of effective time management as they do not get that skill inherently.
Pickle Jar theory illustrates that unimportant tasks can consume a person's great portion of time that preventing him to complete the most important one. It causes many problems in professional life as well as academic careers for students (Cottrell, 2019). If the person wants to eliminate the problem, he must find out the most important tasks and then prioritise them accordingly. The theory explains that first, one should fill the jar with large rocks. Large rocks represent the most important tasks. Then pebbles should be filled into the jar meaning that the less important task needs to be completed then (Majid et al.,2012). The grains and other components such as water should be filled at the end. Grains and water represent the least important tasks. If grains and water are filled at the beginning, there may not remain enough room for the rocks and pebbles. Therefore, the most important task will be completed, and then other tasks will be considered if time remains for them. 
Time management is very crucial for students in their academic and professional life (Burns and Sinfield, 2012). The importance of effective time management is explained as follows:
· Time management increases the quality of the work because when someone prioritises the most important task and keeps enough time for that, he can make proper decisions and plan on the task and so the quality of the task gets improved (Grissom et al., 2015)
· The delivery of tasks can be made on time. It establishes a positive impression of the person in the workplace.
· As one can effectively manage his time, his confidence gets higher and so he can avail himself the opportunities (Wong, 2014). It provides the person to improve in his career. 
· The efficiency of work is also increased with effective time management.

Reflection skill
Reflection skill enables a learner to have profound knowledge and experience about a task. Particularly the students and the professionals attempt to attain these skills because the learning does not get complete until it is not experienced in real life. Reflection provides the scope for the learner to evaluate the learning by questioning a wide range of situation and the consequences that creates the scenario as if it were real (Cathro et al., 2017). Moreover, reflection can be on experience which helps to identify where to make improvements and changes.
Reflection skill helps the students and the business educators to have in-depth knowledge of the learnings (Burns and Sinfield, 2012). There has been found a wide variance in the learning experience of the students after applying the reflection skills in the study. Which indicates that they can improve their capabilities by reflecting on their learning. Even educators have benefited from these skills. They can comprehend where to bring changes and provide a better learning scope (Cathro et al., 2017). Students can improve their other skills such as communication skills, analytical ability, presentation skills and so on when they reflect on themselves. Therefore, reflection is a skill that has a crucial role in the fulfilment of the learning experience.
Kolb defined learning as a continuous process that revolves into a cycle in four stages. Knowledge is created from the experience (Moon, 2013). As people gather more experience in a certain area, they receive more knowledge. Experience is considered a source of knowledge because people reflect on their actions. Such reflection provides information about the drawbacks and shortcomings of their approach (Gould and Taylor, 2017). So, they get the opportunity to improve their strategy and approach from the experience. The four stages are explained as follows:
Kolb believes that learners cannot attain knowledge only by reading and writing. They must go through the experience for getting proper knowledge. It can be the first experience for them, or they may encounter the same experience again (Cathro et al., 2017). If the learners do not have prior experience, they can gather knowledge from those who have the experience.
 At this stage, the learner asks various questions about the experience he has gone through (Moon, 2013). These questions enable him to reflect on his experience. He can analyse his experience by comparing it with other experiences and comprehend the patterns. So, he has information about his capabilities and shortcomings and this information guides him to construct a new strategy.
Abstract Conceptualisation: The learner forms new ideas from the reflective observation stage (Gould and Taylor, 2017). New ideas are evaluated at this stage and then different scenarios and consequences are anticipated from using the idea. 
Active Experimentation: The new ideas are applied at this stage. This experience provides opportunities to learn new things and gather more experience (Cottrell, 2019). This way the cycle keeps revolving continuously.
Reflection skill is very critical for both the academic setting and the professional setting. In an Academic setting, the students can comprehend what they are learning, and they can implement the theories and concepts (Wong, 2014). It ensures that they are getting enhanced knowledge. Reflection skill in a professional setting helps to evaluate what has been done and what could have been done for better performance. In addition, a group reflection is very influential in generating new ideas and innovation (Cathro et al., 2017). Therefore, the management of an organisation can ensure a reflective situation in the workplace if it wants to strengthen innovation. Reflection is also necessary to develop new skills and improve the existing skills. It also facilitates the critical thinking of the people.

Teamwork skill
Teamwork skill is a set of interrelated skills which facilitate organising a group effectively. It is a vital skill for employers because they require to ensure effective group participation in organisational activities (McMillan and Weyers, 2021). The students can also use attain this skill for academic excellence. When they can learn in a group, they will be able to learn more and share their knowledge with the group.   However, teamwork is not possible without having a common goal within the group. If the group members have different goals, they will be unable to coordinate and make a positive contribution (Cottrell, 2019). To have effective teamwork skills, one should have other skills such as communication skills, conflict resolution capability, decision making, rapport building, problem-solving etc.
Teamwork is established when a group of people are willing to work together and share a common goal (McMillan and Weyers, 2021). Teamwork increases the effectiveness and efficiency of group work. Even in universities, the students more benefited from learning in a group. This indicates that there should be more opportunities for group collaboration and group participation in the learning process. It opens the eyes and broadens the knowledge of the student at this stage (Wong, 2014). When they join professional life, they will comprehend that this skill is helping them in the workplace to manage and coordinate a huge number of people. So, teamwork has been explained as one of the most required skills in this competitive world.
Bruce Tuckman proposed in his theory that a team must go through five stages of development. When the people of the team meet together, the team starts its development (McMillan and Weyers, 2021). The five stages are explained as follows: 
It is the first stage of team development. In this stage, the team members introduce themselves and the tasks are allocated among them (Peralta et al., 2018). The team members discuss various aspects such as their interests, skill, expertise, goal, responsibilities, rules and regulations etc. They create a good understanding of the team.
The initial conflicts among the teammates arise at this stage. Some team members may oppose the rule and regulations, or they may not agree with the team on a particular topic (Woodcock, 2017). They are much influenced by their ego. Hence, strong leadership is much needed at this stage to guide those members and keep harmony in the team.
Norming: The conflicts that were evident during the storming stage are settled down in norming stage. Team members tend to build understanding among them (Peralta et al., 2018). However, there might be many more minor conflicts, but those conflicts are resolved quickly. Such conflicts arise when a new task is given to them.
Performing: At this stage, all the members are well aware of their strengths and weaknesses. They are adequately motivated and confident that the performance of the group becomes greater (Cottrell, 2019). They do not require any strong leadership or supervision. Hence, the achievement of the organisational goals and objectives becomes easier with this enhanced performance.
As the objectives and goals are achieved, the team is abandoned (Woodcock, 2017). So, teamwork ceases in this stage.
Teamwork skills have the following benefits: 
· Collaboration for problem-solving and accomplishing tasks has a better outcome than doing it individually (Wong, 2014). Because different types of people work in a team who have different expertise. Therefore, the contribution has a huge impact on the outcome of the task. 
· Teamwork skill leads to innovation because the team members get encouragement from the team to take a risk and fulfilling their responsibility.
· Teamwork skill reduces the stress among the employees and the team members of a project (Woodcock, 2017). Their job satisfaction also increases for getting support from all levels of the organisation. Therefore, one can achieve personal growth in the workplace.

Motivation
Motivation skills can be defined as the approaches and techniques that are used to influence a person to achieve the desired outcome (Wong, 2014). Successfully motivating someone is an important skill that an employer must have in the workplace. Because he needs to influence the employees to accomplish the desired outcome. The employees can also use the skill while they are maintaining contact with the clients and other stakeholders. Motivation increases the performance of the people and the productivity of the organisation and also individuals (McGuire, 2015). The techniques and strategies of motivation are different, and it varies depending on different factors such as the motivator's style, target people, and the behaviour of the target people.
Human psychology is very complicated. It is very difficult to determine the needs of every people. Since everyone is entailed with unique needs, he/ she should be treated with different approaches and techniques for motivation purposes (Wong, 2014). Motivation skills enable a person to comprehend complex human psychology. He can therefore control and influence the behaviour of the people by fulfilling their needs. Many studies have been performed to find out the effectiveness of motivational styles. Almost all styles of motivation are effective for different circumstances (Burns and Sinfield, 2012). There is no universal motivation style which can fit all organisations. So, an organisation must evaluate its human resources before choosing the motivation style and technique.
There are so many theories for motivation. To achieve motivation skills, one should have a proper understanding of these theories. One of the most popular motivation theories has been explained below: 
Maslow's Need Theory: According to this theory, the needs of the people can be categorized into a hierarchy (McGuire, 2015). At first, people are supposed to encounter physiological needs. If they are provided with their basic needs, they will be motivated at this stage. After fulfilling this stage, they will have safety needs that include job safety, an increase in benefits etc. The next stage is social factors to motivate the employees. Social factors include social belongings and a friendly environment. Then appears the esteem needs. The employees will be expecting a good title and recognition in the workplace (Wong, 2014). Finally, self-actualisation needs will tend to influence the person for career growth and achievement of the job opportunities.
· Motivation skill plays a vital role in influencing the behaviour of people (Burns and Sinfield, 2012). It can be applied anywhere to people to get the desired outcome. Hence, both the students and professionals can use the skill in their relative areas.
· It makes people creative and competent to adjust to the changing environment (McGuire, 2015).
· Motivation skill retains talent in the organisation and the talented people perform greater consequently. Their engagement with the organisation also gets increases (Cottrell, 2019).
The above four skills that have been explained are very important to become successful in both professional and personal life. However, time management skill is the most important skill that makes the difference among others. If tasks are not completed in time, nobody can be successful in his area (Alvarez Sainz et al., 2019). Then teamwork skill is relatively important. Teamwork skills let a person exercise leadership traits which are very influential in the organisation. After the teamwork skill, the Reflection skill is important because it enhances the learning experience and enables a person to learn something going beyond the traditional methods. Finally, motivation skill is required by a student and a professional when they need to influence the target people to accomplish a task.


Conclusion
Every academic skill is important for a student to achieve success in life. However, these skills have been compared in this report based on some criteria, and all of these skills should be given proper importance. Students should try to achieve more of these academic skills so that they can keep themselves ahead of others in their professional life. They need to cope with the changes in the workplace and adopt new skills to overcome the challenges they face from these changes. Without learning academic skills, it is not possible to achieve desired goals and success only through hard work. Therefore, these skills should be given the utmost importance.
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