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1.Introduction
   Academic skills are abilities necessary to succeed in academic environments, such as time management, critical thinking, teamwork, referencing, paraphrasing and summarising. These skills enable students to excel and meet the expectations of their instructors (Cottrell, 2019).
This report will discuss the importance of academic skills and will cover the time management, critical thinking, teamwork, referencing, paraphrasing, and summarising.
  2. Time management by Slavi Sinapov
According to Denisi and Griffin (2017) the time management is a crucial aspect of life that has a profound effect on an individual’s productivity, efficiency, and overall well-being. The ability to manage time effectively is an essential skill required in all aspects of life, from personal to professional settings. By allocating the right amount of time to each task, an individual can achieve their goals and objectives on time, avoid procrastination, reduce stress, increase productivity, and ensure work-life balance. A person who can manage their time effectively can accomplish more tasks in less time, providing them with more opportunities to pursue their interests and hobbies.
  2.1 Importance of time management
One of the key reasons why time management is essential is its impact on productivity. Prioritizing tasks, setting deadlines, and working systematically can help individual’s complete tasks on time, thereby increasing productivity levels. This approach also enables individuals to identify their most productive time of day and allocate high-priority work during those times. This, in turn, can result in better output, which is crucial for career growth and advancement. Effective time management also plays a crucial role in reducing stress levels. Individuals who cannot manage their time effectively may end up feeling overwhelmed, constantly racing against the clock to meet deadlines, and, in some cases, never achieving their goals. This constant state of anxiety can lead to stress, which can have a severe impact on mental and physical health. On the other hand, managing one's time confidently can provide a sense of achievement, and reduce stress, which is essential for a happy and fulfilling life. Time management is also crucial for ensuring work-life balance, which is essential for personal growth and development. Failing to find a balance between work and personal life can lead to burnout, depression, and negatively impact relationships. Managing one's time can ensure that they have enough time to pursue interests and hobbies that promote self-development and personal growth. It can also mean having enough time to spend with family and friends, leading to stronger relationships and an enhanced sense of well-being (Strohmeyer and Scherer, 2013).
Good time management skills can also bring about a positive impact on relationships with others. By managing time effectively, one can show up on time for meetings, appointments, and social gatherings. This, in turn, builds trust and reliability. Additionally, time management can ensure that individuals have enough time to devote to their relationships, which is vital for strong, meaningful bonds.

2.2 Examples of time management
These are just a few examples from ‘"The study skills book" by McMillan about time management. By implementing these techniques, you can become more organized, productive, and efficient with your time.
Prioritization: One of the most important aspects of time management is learning how to prioritize your tasks. This means identifying which tasks are most important and need to be done first, and which ones can wait. For example, if you have a deadline for a project that is approaching, you should prioritize that over other less important tasks.

Planning: Planning is also crucial when it comes to time management. This means creating a schedule or a to-do list that outlines what you need to do and when you need to do it. This can help you stay organized and avoid procrastination.

Time tracking: Another helpful time management technique is tracking how you spend your time. This can help you identify areas where you are wasting time and adjust accordingly. For example, if you spend too much time scrolling through social media, you can set limits for yourself or eliminate the distraction altogether.

Avoiding multitasking: While it may seem like multitasking is an efficient use of time, studies have shown that it can actually decrease productivity. It's better to focus on one task at a time and give it your full attention before moving on to the next.

Taking breaks: Finally, taking breaks is an important aspect of time management. It may seem counterintuitive, but taking short breaks can actually help you be more productive in the long run. This is because taking breaks can help you recharge your energy and focus, allowing you to tackle your tasks with more efficiency and clarity. 

Effective time management skills contribute greatly to an individual's overall well-being and success in professional and personal life. It allows effective utilization of time, increases productivity, reduces stress, enables work-life balance and better relationships with others. It helps individuals achieve their goals and ensures that their hard work and effort are rewarded. Finally, it provides individuals with opportunities to pursue interests and hobbies that promote self-development and personal satisfaction. Therefore, it is imperative to develop good time management habits and make time management a priority in one's daily routine (Strohmeyer and Scherer, 2013).
3. Critical Thinking by Andriyana Eftimova
  3.1 Definition
Critical thinking is one of the key skills that an individual should possess in order to solve complex problems or make informed decisions. It involves analysing information from multiple sources, evaluating the evidence, and using logical reasoning to arrive at a conclusion. With the rapid advancements in technology and globalization, the importance of critical thinking has become more apparent than ever before. In this report, we will analyse the importance of critical thinking and how it can be applied in various fields (Facione,2011).
  3.2 Importance of critical thinking
Critical thinking helps individuals in making objective decisions based on facts and evidence instead of relying on personal biases or emotions. It allows people to identify biases and evaluate reasoning by examining assumptions, evaluating evidence, and considering alternative conclusions. In today’s complex and dynamic world, critical thinking has become an essential skill for success in education, employment and personal life. Critical thinking can improve problem-solving skills, which is vital for professionals to make informed decisions in the workplace. It helps individuals to analyse complex problems, identify the root cause, evaluate possible solutions, and choose the best possible option. Employers prefer individuals who possess critical thinking skills, as they can make better decisions that lead to better outcomes and increased productivity. Having sound critical thinking skills can also contribute to personal growth and development. It allows individuals to question their own beliefs and assumptions and a deeper understanding of the world around them. It also enables individuals to communicate more clearly and effectively, to think creatively, and to be open-minded. (Mason, 2009)

 3.3 Examples of critical thinking
Critical thinking is applicable in various fields, including education, healthcare, business, and politics.
In education, critical thinking can help students in making informed decisions, analysing information from multiple sources, and becoming better problem-solver. It can also help educators in designing course curriculums that foster critical thinking skills among students.
In healthcare, critical thinking helps healthcare workers in making clinical decisions based on accurate diagnosis and the best possible treatment options. It also helps encourage alternatives and innovative approaches to disease management.
In business, critical thinking aids in decision-making, which is vital for organizational success. Critical thinkers can identify employees who are best suited for the job, anticipate and solve problems more quickly, and develop more effective strategies.
In politics, critical thinking skills enable politicians to make informed decisions based on facts and evidence rather than relying on ideology or personal bias. It can also help voters in evaluating political candidates by analysing their policies and performance.
Critical thinking is an essential skill for success in today’s complex and dynamic world. It helps individuals to analyse complex problems, identify the root cause, evaluate possible solutions, and choose the best possible options based on sound reasoning. It is applicable in various fields, including education, healthcare, business, and politics. By fostering critical thinking skills, individuals can become better problem-solvers, decision-makers, and communicators. As such, it is crucial to encourage critical thinking in education and employment and to recognize its importance in personal growth and development (Garrison et al., 2001).
4. Teamwork by Victoria Grigoras.

Teamwork is the collective effort of a group of people that come together because of their common goal and they would try to achieve that goal by effectively using their collective strengths. A team should have the characteristics such as interdependency, having a common goal, stability, the ability to work with each other, and the ability to manage team members. Teamwork makes it easy to work on big projects. Team members work as a source of inspiration for each other as they can learn important things from each other. It also increases the productivity of the team members. 
[bookmark: _r1a05ot619g2]Teamwork refers to an activity where a bunch of people come together who have a common objective and they work together to achieve that objective with their collective strengths and weaknesses. The objective can be personal or professional (Betterup, 2020). The skill of teamwork is very crucial while working with different kinds of people with different backgrounds and talents. It needs the practice to become good at team working. An individual needs to be very flexible and adaptive to their environment. Working together with a team is more efficient than working on your own. Teamworking is not just dividing the work and allocating it to the members for them to work alone. It is the art of working together by sharing each other strengths and coming up with better ideas (Yale, 2020). 
[bookmark: _he6j58gz7zf9]4.1 Importance of teamwork
Teamwork is important because it creates a sense of inclusivity. Our primitive instinct is to belong somewhere. Humans have always been team workers and it is one of the reasons behind our success as a species. Teamwork makes people productive and efficient. It is important for academic and as well as in professional work and it enhances the productivity of the students and motivates them to work together toward the achievement of a common goal. It increases the productivity of the students and employees by exchanging ideas and responsibilities among themselves (Schartel et al. 2021). 
Teamwork values the perspective of each member of the group and listening to their feedback. When students and employees feel heard by their team leaders and when their ideas are given importance they become more confident about themselves which increases their creative, collaborative, and innovative skills (Leverageedu, 2022). 
Teamwork helps to develop interpersonal relationships and makes people better communicators. A team that lacks effective communication will not be able to accomplish anything important. While working in a team the team members develop mutual respect, trust, and understanding for each other. Communication helps to exchange ideas with each other in a team (Schartel et al. 2021). 
Teamwork also helps people to learn new things. While working in a team different members get to learn important things from one another. Different students have different work experiences and different skills and they trade those skills with each other to accomplish a common objective (Leverageedu, 2022). 
Teamwork enhances creativity. It has been seen people feel more creative and confident when they are part of a team and have equal opportunities. When the students are connected in a team they feel more confident while exchanging ideas among themselves. Being a part of a team makes students creative and they apply this creativity to solve various problems. Teamwork helps employees to be more vocal about their ideas and thoughts (Leverageedu, 2022). 
Teamwork develops an interpersonal relationships. Students develop strong bonds with their teammates while working together in a team. It creates a sense of understanding and empathy toward one another. The members look out for the well-being of their teammates. Teamwork creates a sense of inclusiveness among their members and it reflects in their projects and their grades. Teamwork help employees by creating trust and mutual understanding with each other which increases their productivity and benefits the company (Leverageedu, 2022). 
Teamwork promotes learning. A team consists of various individuals with several different talents and skills. Members of a team get to learn important things from their teammates that can be helpful in the future. They employ the things that re-learning to deal with any future challenges. It helps employees to handle a situation easily and creatively (Leverageedu, 2022).
[bookmark: _jg550m7rk9mi]Teamwork is very crucial for both academic and professional fields. It develops confidence, enhances creativity, it works as a continuous learning process for the members of the team. Teamwork is the collective effort of a group of people that come together because of their common goal and they would try to achieve that goal by effectively using their collective strengths.
5. Paraphrasing and Summarising by Deyana Anachkova

These are necessary skills for academic integrity without one cannot strive for excellence and avoid using. Both are equally as important in writing reports, essays, journals, articles and many other academic pieces of work that require these skills. 
Paraphrasing is a tool that students and academics use to emphasise the original author’s point by generating new words and/or phrases in their sentences (Hirvela, 2013).  While you can paraphrase a whole sentence to fit this criteria, you can find in many academic materials that the author uses a quote or even an entire sentence from the author’s work and marking them with a quotation marks. If that is allowed why would someone even paraphrase if you can simply take a sentence from document introduced with quotes? It gives an opportunity to the person to provide a much more polished version of the original point (Hirvela, 2013).
   Summarising may appear quite similar in the process as paraphrasing, as it is essentially the main points of a whole text, shrunk down to a structure of a couple of sentences to a paragraph. It is both a reading and writing skill. An effective summary is only possible when an indication that the person at hand has read through the material of their topic summarising the key ideas of an entire text.
  What is the purpose of Paraphrasing and summarising? Well, simply give your due diligence and respect to the authors responsible for the information in your topic of research. In short – to avoid plagiarism. It is a method of writing something in your own words and structure without the fear of being accused of stealing a written work or superficially citing or not citing an academic document (Suter, 2018). The importance of having the skills to paraphrase and summarise is essential. So much so that even if you have cited a piece of work but you have poorly structured it, it will be charged with plagiarism (Suter, 2018). ). In the words of Suter, the most “innocent” type of plagiarism is the type where people would only change superficial parts in a text rather than fully restructuring it and paraphrasing it so the end work appears original. 
As it appears, paraphrasing and summarising are of the greatest importance when it comes to students’ own written work. By effective utilization of both skills in conjunction with citation is a method of deriving your own words with the skill of shrinking a text to a size that suits your needs (Suter, 2018).
   Writing is a very difficult skill to acquire. This is why you can see so many instances of plagiarism all over the academic world (Suter, 2018). Many careers would not have been ruined if a suitable understanding of paraphrasing and summarising was present (Suter,2018). Nowadays it is comparatively easer to become aware of the dangers of plagiarism by effectively paraphrasing and summarising than it was before the invention of the Internet. A simple search through the databases of any academic body’s core values and principles, one can find similar information that suggests the same attributes an academic must have in order to be an effective and original writer.

6. Referencing by Sofija Stojmenova
Referencing is an important and necessary tool in our academic life and business. Referencing is used to provide evidence in our assessments by giving a credit to writers from who we have borrowed evidence to support our claims. By reference means that the resources that it been used in our assessment are books, newspapers, websites, magazines and so on. In our assessment we use referencing twice (Cite-them-right,2023).
One in our text known as “In text citation” and the second time in our reference list.
For example:
*Referencing is an essential academic skill
(Pears and Shields, 2019)
In reference list entry
Pears, R. and Shields, G. (2019) Cite them right: The essential referencing guide. 11th edn. London: MacMillan.
As a student or academic referencing give us the opportunity to prove our statements, therefore in our reports we get to use other writers’ ideas, arguments and insights. We use referencing to avoid plagiarism by making clear which ideas are ours and which are someone else is.
Referencing allows us to prove that we understand the topics that we defend and we stand by (UNSW,22).
The Harvard referencing system is widely used in academic writing and involves providing in-text citations and a reference list at the end of the document. By mastering this system, writers can ensure that their work meets the high standards of academic scholarship twice (Cite-them-right,2023).
As academic readers and writers, referencing is one of the credible section that need to be included in our academic paper whom it holds lots of advantages and benefits.
In our professional life referencing holds a big impact in our ability to land a job. As reference could be used close friends, colleagues, past employers and so on. 
Credible References are always a tool to provide accuracy in our information that we previously provided. In other words, to verify our past experience, therefore, to add value to our employer (Writer,2023).
According to (Indeed,2023), in our CV we should provide references that verify our past experience thus employers contact our previous employer to verify our details. In other words, adds greater value in the current position that you apply.
In most cases references gives candidates more chances to receive a higher offer and to be liked by the employer. It can be confirmed that referencing is an essential part in our recruitment process, whom it holds our past experience, further developments, set of skills which the candidate holds, or it is willing to demonstrate.
Referencing is more likely to be more used in Academic life, nevertheless in our professional life to add credit to our work experience.
Referencing is a crucial aspect of academic writing that serves several important purposes. Referencing allows readers to locate and verify the sources of information that have been cited in a particular work. This enhances the credibility and reliability of the work and helps to avoid accusations of plagiarism. Referencing helps to demonstrate the depth and breadth of a writer’s research, which is an important factor in academic assessment. Referencing allows readers to explore the topic further by providing a list of relevant sources for further reading (Pears and Shields, 2019).

7. Conclusion.
In conclusion, academic skills are crucial for any student’s success in their academic endeavours. Developing exceptional academic skills not only enables students to excel in their studies, but also prepares them to be successful throughout their careers. Academic skills such as critical thinking and time management, are essential to acquiring knowledge, analysing information, and effectively communicating ideas. Therefore, students must prioritize the development of these skills to succeed academically and in the workforce. The book "The Study Skills Handbook" by Stella Cottrell provides ample guidance and practical tips for students to improve their academic skills and achieve success in their education. 
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