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1. Introduction (Student 2317100)

Academic skills incorporate a variety of abilities that are fundamental to every
student. Those essential qualities are subdivided in Reading skills, writing skills, Research
skills, Critical thinking skills, Problem-solving skills, time management skills, Note taking
skills, and Presentation skills.

As Paul and Elder (2020) emphasise, developing these abilities is critical not just
for academic performance but in addition for their adaptability into job environments and
ongoing educational aspirations.

The purpose of this report is to dig into the finer points of academic skills,
emphasising their definition, and relevance. It focuses on academic viewpoints to highlight
their critical significance in creating a solid basis for scholarly excellence. Time
management, paraphrasing and summarizing, referencing, analytical and critical thinking,
and teamwork will be covered in this paper.

2. Time management (Student 2317100)

Time management is an important ability in the educational field, impacting student
achievement and general well-being. Successful time management in higher education
involves not just planning work but also prioritising, assigning, and utilising time
productively to achieve scholarly objectives.

Creating and adhering to a timetable may be a self-regulatory difficulty, especially
when it is intended to organise exhausting but vital chores. Such organisational conduct
presents a substantial problem for first-year students migrating from high school to
university, as the academic expectation at both institutions varies greatly (Trentepohl
2022).

The techniques:
The main techniques of time management can be categorized in five approaches:

e Prioritization and Goal Setting, as defined by Covey (2004) is a method in which
the goals need to be set as clearly as possible, they also need to be achievable
and arranged based on the importance and the deadline.

e Creating Schedules and To-Do Lists, is a method of task organisation that
comprehend a detailed to-do-list and the time allocated to it (Allen, 2001)




e The Pomodoro technique, created by Francesco Cirillo in 1992, helps people to be
more productive, utilizing the time as a unit of measure, the work is subdivided in
25 minutes intervals, followed by short breaks. These intervals of time can be used
as long as a person wants (Cirillo 2018).

e Time Blocking is a process where the tasks that need to be completed, have a
designated amount of time where they can be concluded. During this period, all
the distractions should be eliminated, and other tasks cannot be added in that time
frame (Newport, 2016).

e Eisenhower Matrix is a system of prioritization of tasks based on the urgency and
importance of the task. They are divided between do now, schedule, delegate and
delete (Eisenhower, 1954).

Implementing those techniques has several advantages, such as the boost of
productivity and efficiency, a sense of accomplishment, and most important helps reduce
stress and improve the harmony between work and personal life.

Even if those techniques are really efficient, there are obstacles, such as
procrastination and unexpected interruptions, that can reduce their efficacy. As Steel
(2007) mentions, there are tricks to eliminate those obstacles, as for example breaking
the task into smaller sections, eliminating the sense of perfectionism, and responding
effectively to unanticipated hiccups.

To make in practice some of those theories, let us make an example. A student will
use his time accordingly and will create a plan where time slots will be allocated to specific
tasks, prioritising the assignment with the closer deadline. Doing so, the student will have
a clear and visual plan and it will be much easier to keep track of the tasks and
commitment the student has.

Students that are good at managing their time may juggle their studies with
extracurriculars, part-time employment, and personal obligations. Through task
prioritisation and scheduling, they ensure that each commitment receives enough time,
allowing them to maintain a balanced lifestyle without sacrificing academic success.

There is no limit to how many times these strategies may be applied, but time
management is a necessary for every student since it boosts productivity and reduces
stress. Everyone should use at least one of these strategies but combining them can help
students reach the highest level of academic performance.

3. Paraphrasing and summarizing (Student 2317621)
Summarising
When summarising something, you just include the most crucial details and the
main idea. We summarise when a buddy asks what the book you're reading is about or
when someone wants to know about your most recent vacation. It's a talent we use
frequently at work or in school. You talk yourself tired by not giving them every last detail.
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As an alternative, you provide a summary, outlining only the salient details that "sum up"
the encounter.

Reducing a source's content to its essential ideas and putting them in your own
words is called summarising. You essentially distil something down to its most basic
components. Summaries don't contain direct quotes or superfluous material; instead, they
cover entire sources rather than sections of them.

How to summarise?

e Gain a solid understanding of the original. Once you are certain that you will utilise
this source in your research paper, you may begin by quickly skimming the original
content and paying special attention to any in-text summaries or headers. However,
you should look over the material again in order to ensure that you have the
necessary understanding and comprehension.

e Make a note of the key ideas. This is a good place for a list with bullets; each
section's primary theme should be noted. Make a note of important terms or
phrases that will help you expand your comprehension and create your summary
list.

e Construct your synopsis. This is only a first draft of the list; don't use it just yet.
Create coherent phrases and a clear flow of thought from one item to the next.
Verify the source twice.

What is paraphrasing?

Rephrasing something in your own words is known as paraphrasing. The word is
derived from the Greek para-, which means "beside" or "closely resembling," mixed with
the word phrase, which can refer to a group of words or sentences. It is only useful to
paraphrase when highlighting a specific section of a text, not the full source.

Methods for Paraphrasing

e Actively read. If you find it easier to arrange the portions of the source you wish to
use in your work, take notes, underline, or highlight relevant passages.

e Write again and edit again. Spend some time rewriting each section you want to
paraphrase in your own terms. Keep the original text's meaning, but don't replicate
it word for word. Use a thesaurus to make sure you aren't depending too much on
the original source.

e Putting someone else's ideas into your own words is known as paraphrasing. When
you paraphrase anything, you alter the language while keeping the original
meaning.

e An alternative to quoting is to paraphrase, which is the act of taking someone else's
words and enclosing them in quote marks.

Examples:



When the classes reassembled and the superintendent stood up to declare, "Sister
Maull will read today's Sunday school summary for us," | rushed to finish the reports by
10:30.

A Birmingham Bombing Survivor Grows Up During the Civil Rights Movement
While the World Watched

In summary, Crease stated, "Being a Christian is not about getting healthy; it's
about getting saved."

We gave an overview of the circumstances in South Africa and submitted our
request for funding and military instruction.

Prolonged Journey towards Liberty

In a division, you lay down the topics that are in dispute after summarising the key
grounds of agreement.

When the classes reassembled and the superintendent stood up to declare, "Sister
Maull will read today's Sunday school summary for us," | rushed to finish the reports by
10:30.

A Birmingham Bombing Survivor Grows Up During the Civil Rights Movement
While the World Watched

In summary, Crease stated, "Being a Christian is not about getting healthy; it's
about getting saved."

4. Referencing (Student 2213775)

Referencing plays a crucial role in both academic and professional settings. It
serves several purposes that are essential for the integrity and credibility of your work.
First and foremost, referencing allows you to acknowledge and give credit to the original
authors or sources of information that you have used in your work. By properly
referencing, you demonstrate academic honesty and integrity. It shows that you have
conducted thorough research and have not claimed someone else's ideas or words as
your own. This is particularly important in academic settings, where plagiarism is taken
very seriously.

Moreover, referencing enables readers to trace and verify the information you have
included in your work. When you provide accurate references, it allows others to locate
and access the sources you have consulted, which enhances the transparency and
reliability of your work. It also allows readers to explore the topic further and gain a deeper
understanding of the subject matter. In academic contexts, referencing is crucial for
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building upon existing knowledge and contributing to scholarly conversation. By citing
relevant sources, you demonstrate that you have engaged with the existing literature and
have considered different perspectives. This strengthens the validity and persuasiveness
of your arguments, as your ideas are supported by reputable sources.

Additionally, referencing allows for the replication and verification of research
findings. In academic settings, where research plays a vital role, proper referencing
enables other researchers to build upon your work and conduct further investigations. By
providing clear references to the sources you used, you contribute to the collective
knowledge and advancement of your field. This fosters collaboration and ensures that
scientific progress is based on reliable and validated information.

In the professional realm, referencing demonstrates your attention to detail and
professionalism. Employers and colleagues value individuals who can back up their claims
with credible sources. By including accurate references in your work, you show that you
have taken the time to gather relevant information and have conducted thorough research.
This attention to detail can set you apart from others and enhance your professional
reputation as a reliable and knowledgeable individual.

In the professional world, referencing is equally important. When you cite sources
in professional documents, such as reports or proposals, it adds credibility to your work.
Employers, colleagues, or clients can trust that the information you present is well-
researched and based on reliable sources. This enhances your professional reputation
and can lead to increased opportunities for collaboration or advancement.

Furthermore, referencing allows for proper attribution of intellectual property. By
acknowledging the work of others, you respect their rights and contribute to the ethical
use of information. This is particularly relevant in industries where intellectual property is
highly valued, such as research, publishing, or creative fields. In conclusion, referencing
is of utmost importance for future academic and professional work. It ensures academic
integrity, supports the transparency and reliability of your work, strengthens your
arguments, and adds credibility to your professional documents.

Overall referencing is super important in academic and professional work. It shows
that you have done your research and can back up your claims with reliable sources. Plus,
it helps others build upon your work and verify your findings. So, it is always important
and should always be used in the workplace or in any academic writing.

5. Analytical and critical thinking (Student 2317100)



According to Pauls and Elder (2002), analytical thinking is the method of dividing
challenging content into manageable pieces for simple comprehension and examination.
Critical thinking aids in learning and analysing complicated academic content, whereas
analytical thinking aids in dissecting and interpreting information (Paul & Elder, 2002).
However, Ennis (1987) describes critical thinking as a disciplined process of efficiently
conceptualising analysing, synthesising, and evaluating knowledge gleaned via
observation, experience, reflection, reasoning, or communication.

In academic life, being able to utilise critical and analytical thinking can give
students an advantage during their studies. This skill empowers the learners to enter
studying in depth, with accuracy and clarity.

Using those tools will help with:

e Comprehension and Interpretation: These abilities enable students to understand
difficult things by breaking them down into manageable components and
interpreting their relevance in the context of a larger picture. This helps
comprehension of concepts, theories, or writings.

e Information Evaluation: Critical thinking allows students to evaluate the
dependability, trustworthiness, and usefulness of sources, distinguishing between
true information and views or presumptions. Analytical thinking assists in the
dissection of data and facts in order to gain useful insights.

e Problem-Solving and Decision-Making: Problem-solving requires both critical and
analytical thinking. They guide students through the process of approaching
academic obstacles systematically, identifying major concerns, and developing
successful answers. These abilities aid in analysing options and making educated
decisions based on data and reasoning.

o Effective Writing and Argumentation: Organised statements backed up by proof
are required for academic writing. Critical thinking abilities assist in the
development of logical arguments, while analytical thinking supports the
organisation and presentation of information in a persuasive manner.

e Research and Inquiry: Those are essential abilities for performing investigation.
Analytical thinking facilitates analysing information, interpretation, and formulating
results, whilst critical thinking helps in the formulation of research enquiry.

e Continuous Improvement and Learning: These capacities promote ongoing
development by creating a questioning and scepticism mentality. The
comprehension of students is constantly refined via interrogation, contemplating,
and searching for deeper meaning.



It is critical that these abilities be included into academic environments. Teachers
need to create education that develop these skills by encompass case studies, problem-
solving instruction, and group projects (Abrami et al., 2008). Students' analytical and
critical thinking skills are improved when they are actively engaged with a variety of
perspectives and given chances for organised analysis and reflection (McPeck, 1990).

But developing these abilities is not without its difficulties. Inadequate assistance
to nurture these abilities or not enough exposure to other viewpoints may cause students
to fail (Fisher, 2011). It might be difficult for teachers to evaluate these abilities accurately
and give specific comments for growth (Davies et al., 2013).

Educational institutions must place a strong emphasis on integrating these abilities
into core courses to solve these issues. It is imperative that professional growth
programmes emphasise teaching practices that foster critical and analytical thinking
(Tapp et al., 2017). According to Azevedo et al. (2012), integrating interactive educational
settings with technology-based platforms improves developing abilities even more.

For example, if a student wants to work in the management consulting area, is
essential for them to demonstrate strong analytical and critical thinking skills, as they are
essential to identify problems, deliver solutions, and communicate recommendations
effectively.

6. Teamwork (Student 2317622)
The significance of teamwork
Working together as a team is critical for the success of any organization.

It involves a group of individuals collaborating towards an objective when tasks
exceed what individuals can achieve alone.

Teamwork brings benefits such as motivation conflict resolution the formation of
teams and the achievement of ambitious goals.

Characteristics of teams

Teamwork is characterized by fair decision-making processes open channels for
feedback trust among team members and an environment that values mistakes as
opportunities for learning.

Promoting these qualities involves acknowledging team accomplishments
fostering dialogue enhancing commination skills and appreciating skill sets.

Building teams

Engaging in team building exercises like "Two Truths and a Lie" or the "Picture
Piece Game" is essential. These trinities promote understanding among team members
improve interaction skills and enhance problem-solving abilities.



Key attributes for teamwork

Successful teamwork relies on shared commitment to goals interdependence
among team members interpersonal skills transparent communication practices
appropriate composition of the team members skills and expertise mixtures and effective
leadership Comparing two teams highlights how these attributes influence overall team
outcomes.

Global Teams and Cultural Dynamics

In teams managing differences and resolving conflicts pose significant challenges.
Embracing diversity within the team while fostering communication becomes crucial in
settings.

The Importance of Collaboration, in Work Settings

Collaboration plays a role in different work environments whether they are face to
face virtual or a combination of both. It does not enhance productivity. Also, adds value to
the overall work experience making roles more meaningful. Each team member contributes
to fostering a culture that values collaboration.

Boosting Organizational Performance through Collaboration

Relation leads to improved organizational performance. Teams that communicate
and collaborate well tend to be more innovative and adept at problem solving making
contributions having goals.

Challenges, in Collaborative Work

Teamwork work resents challenges including the need to align team objectives
navigate dynamics and manage motivation. Leadership plays a role in addressing these
challenges by facilitating communication defining clear roles and responsibilities resolving
conflicts and fostering a sense of unity within the team.

The Impact of Technology on Collaboration

In today’s era technology significantly contributes to efforts particularly in remote or
hybrid work environments. Digital tools for communication project management and
teamwork are indispensable in ensuring connectivity and enhancing productivity among
team members.

Collaboration for Employee Growth

Collaborative work offers opportunities for professional development. Team
members can acquire skills while appreciating perspectives and building stronger
connections.
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The Evolution of Collaboration

The concept of collaboration is continuously evolving due to changes in Technology
structures and workforce dynamics. Adapting to these changes is essential in order to
maintain teamwork.

The Future of Teamwork

Trends indicate that teamwork will become increasingly intertwined with technology
highlighting the importance of collaboration and global teams. Understanding and
embracing these trends is crucial for team management. Utilizing technology in the context
of teamwork is the way.

Promoting a Collaborative Culture

Establishing a culture within organizations is vital for achieving teamwork. This
involves fostering an environment of respect encouraging the sharing of ideas and valuing
each team members' contributions.

The Foundation of Teamwork

Clear and open commination serves as the foundation for cooperation. It ensures
that all team members are aligned with the team objectives and have an understanding of
their roles and responsibilities.

7. Conclusion (Student 2317622)

Ultimately this prepares students to tackle the challenges they may encounter both
in their pursuits and future professional meet. The group essay effectively showcases the
abilities that are key for students to succeed. It emphasizes the significance of managing
time, rephrasing information, summarizing content citing sources engaging in critical
thinking well as working together as a team. These skills do not contribute to achieving
excellence but also keep great value in professional contexts. The essay underscores how
mastering these abilities can result in problem solving, decision making and successful
collaboration. Ultimately this prepares students to gearthe challenges they may encounter
both in their pursuits and future professional meet

11



12



Reference List:

Y V VYV

Abrami, P. C., et al. (2008). Instructional interventions affecting critical thinking
skills and dispositions: A stage 1 meta-analysis. Review of Educational Research,
78(4), 1102-1134.

Allen, D. (2001). Getting Things Done: The Art of Stress-Free Productivity. New
York, NY: Penguin Books.

Azevedo, R, et al. (2012). Using hypermedia as a metacognitive tool for enhancing
student learning? The role of self-regulated learning. Educational Psychologist,
47(1), 1-20.

Cirillo, F. (2018). The Pomodoro technique. Ebury Publishing.

Covey, S. R. (2004). The 7 Habits of Highly Effective People: Powerful Lessons in
Personal Change. New York, NY: Free Press.

Curtney G. and Jack C. (2023) Paraphrasing and Summarising step by step.
(Published 8th of April 2022)

Davies, M., et al. (2013). Assessing critical thinking in higher education: Current
state and directions for next-generation assessment. ETS Research Report Series,
1(1), 1-28.

Ennis, R. H. (1987). A taxonomy of critical thinking dispositions and abilities. In J.
B. Baron & R. J. Sternberg (Eds.), Teaching Thinking Skills: Theory and Practice
(pp. 9-26). W.H (Winchester House). Freeman.

Fisher, A. (2011). Critical thinking: An introduction. Cambridge University Press.
Goggle search (2023) What is the difference? (London, 16 November 2023)
Henderson, NV (2020) https://besteditproof.com/en/academy/importance-of-
academic-referencing-citing

McPeck, J. E. (1990). Critical thinking and education. Oxford: Oxford University
Press.

Newport, C. (2016). Deep Work: Rules for Focused Success in a Distracted World.
Grand Central Publishing.

Paul, R., & Elder, L. (2002). Critical thinking: Tools for taking charge of your learning
and your life. Pearson.

Paul, R., & Elder, L. (2020). Critical Thinking: The Nature of Critical and Creative
Thought. Foundation for Critical Thinking.

Santini, (2018) the importance of referencing. Available at
https://www.ncbi.nim.nih.gov/pmc/articles/PMC5953266/#:~:text=Referencing%?2
0and%20references%2C%20signify%20the,it%20is%20accepted%20for%20publi
cation.

Tapp, D., et al. (2017). Faculty development in assessment: Critical thinking
assessment. Journal of Faculty Development, 31(2), 69-74.

13


https://besteditproof.com/en/academy/importance-of-academic-referencing-citing
https://besteditproof.com/en/academy/importance-of-academic-referencing-citing
https://www.ncbi.nlm.nih.gov/pmc/articles/PMC5953266/#:~:text=Referencing%20and%20references%2C%20signify%20the,it%20is%20accepted%20for%20publication
https://www.ncbi.nlm.nih.gov/pmc/articles/PMC5953266/#:~:text=Referencing%20and%20references%2C%20signify%20the,it%20is%20accepted%20for%20publication
https://www.ncbi.nlm.nih.gov/pmc/articles/PMC5953266/#:~:text=Referencing%20and%20references%2C%20signify%20the,it%20is%20accepted%20for%20publication

» Trentepohl, S. et al. (2022) ‘How Did It Get So Late So Soon? The Effects of Time
Management Knowledge and Practice on Students’ Time Management Skills and
Academic Performance,” Sustainability (Basel, Switzerland), 14(9), pp. 5097-.
Available at: https://doi.org/10.3390/su14095097.

14


https://doi.org/10.3390/su14095097

