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Introduction 

Critical thinking is the ability to dig deeper in search for answers to questions that previously have not been given satisfying and convincing answers. It’s important to develop this skill, to help us make the difference between subjective and objective answers, especially when emotions are involved and could cloud, or take us away from the real information that we receive. Cottrell, (2017)
Karzunina et al., (2017) outlines the importance of critical thinking and defines it as a great tool to use in order to have a better understanding of the world we live in; to assist us in predicting a possible outcome to a situation, and to help us make better and more careful decisions. This report will provide an overview of Critical Thinking based on the information written in the Study Skills Handbook, by Stella Cottrell (2017). In addition, this report will explain the importance and use of Critical Thinking in different contexts such as: critical thinking when reading, writing, listening, and questioning.
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In “The Study Skills Handbook” written by Stella Cottrell, 2017, critical thinking is considered a necessity to assist people go beyond appearances in order to gain a better understanding of how things are working. It helps with reaching conclusions which are objective rather than subjective; conclusions that have a logical reason behind and to which we get while following a thorough, balanced investigation. This skill is alike an investigation, it’s useful when reading, writing, listening, and analysing, in order to obtain the desired/best results to what you are looking for. Cottrell, (2017)
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Such thinking skills can be applied in our daily life, for example, by reading, it aids us with identifying: what the text is about, the reasoning line, writer’s intentions, the conclusion, and if the arguments are objective enough. In this way, you can gain understanding of complicated and deeper texts; students can elevate their text-reading, understanding and improve their thinking and analytical skills. Cottrell, (2017)
Applying this skill whilst reading, means not allowing yourself to be easily influenced: by the storyline, or the author’s certainties, disbelieves or truths. You must question what you are reading, ask yourself if your own believes are in line with the author’s, practice deep reflection and reach your own conclusions. 
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The rules when applying critical thinking into your writing are almost the same as the ones for when you are reading. You must weigh-in properly both sides of the story, have valid and strong arguments that will successfully sustain your reasoning; conduct the reader to the correct conclusion while staying objective rather than subjective. 
Moreover, it’s recommended to have a premise to start with, to follow analytical stages – meaning each stage leads to the next one, followed by the conclusion.
Having an analysing plan is necessary and you must present enough information to support the evidence you have found while being critical with your work and as well with your sources.
The line of reasoning must be concise, fully related to the supportive evidence that is presented regarding the subject that is being discussed; you must identify if your written ideas are relevant, sufficient, true to the subject.
Always check that the evidence found is up to date, have a credible source, check for bias; If using numerical data and statistics, ensure that the information is accurate, has a strong base behind, that you fully trust these sources, that the data is relevant to your line of reasoning and the information is accurate and previously, studied. Furthermore, the language used in the source is important, words must be objective, precise, not persuading nor emotive.
When you write, ensure the structure of your essay or story is fully related to your arguments; provide evidence that supports your believes, explain the reason why one argument is better than the other one.
In this case, it can be concluded that to transmit the ideas you want, you must have a solid base, credible sources that relate to your premise, healthy reasoning and objective arguments that are not overbearing or persuading the reader. Cottrell, (2017)
[bookmark: _Toc110028303]Working in Accounts as Cluster Accounts Assistant, I find myself often writing emails to different colleagues from the hotels I am working for and so often, I must explain procedures in writing. This already proves to be a challenging task, since my audience is not present, and that my words can be interpreted but I am trying to support my arguments through evidence, data, spreadsheets, examples, and flaws that I have discovered.  

Critical Thinking when Listening

In addition to the above, when applying critical thinking into the process of listening, you must stand back and allow the speaker to express themselves while inspecting the cohesion of the words expressed; checking for any irregularities of the testimony given, or any other changes that might show signs of dishonesty. 
Equally, in these cases, the body language can be an answer, and any changes in the tone of the voice. To conduct a good investigation, you must use questions that would avoid the “yes/no” responses. Based on how you build your questions, you could gain more insight into the situation that you’re finding yourself in. As a student, you could use this process when attending live/virtual classes, when listening discussions or audio-materials. It’s recommended that you make yourself familiar with the thread, that you get an early start with preparation, that you produce questions that are related to the subject that is discussed.
Ultimately, check who is the speaker, what role they carry, listen for clever phrasing, what information is used; if the speaker is using information that is relevant to the thread and as well if it makes any use to yourself and to your academic purposes. Cottrell, (2017)

[bookmark: _Toc110028304]Critical self-awareness

This skill is a very important and essential part of the critical thinking process; it assists you in learning to stand back and asses in an objective manner, especially in those moments when the clearness of the thought process has been influenced by external factors, that may have driven you away from the correct and right conclusions. Mastering such skill can give you the gift of self-awareness, self-consciousness, reflection upon what you are adding to the table during the times when you form opinions, reach conclusions, or follow an investigation process. Cottrell, (2017)
In my daily job, due to lack of experience, I find myself obligated to depict the tasks that I receive from my managers to gain a full understanding of their expectations, with regards to my work. Using critical thinking helps me understand what I am expected to obtain from my work; I try to ask questions that would give me solid answers which I afterwards use to meet my work goal.
I strongly believe that mastering such skill would help me in my career pursuit, it will help me anticipate any issues that might rise from the different work processes and prevent their formation.
[bookmark: _Toc110028305]While pursuing higher education, this skill can help me develop creatively, it can enrich the quality of my written essays and reports, it can show me that there are different perspectives to the matter and I believe that it will guide me in becoming more flexible in my thinking, decision making and problem-solving. 






Conclusion

In conclusion, Critical thinking is a useful skill that would benefit anyone in their daily life, in the work environment, for students pursuing higher education and for anyone else that understands its value, rewards and use. When using this skill, you must take a step back from your emotions to fully investigate the situation you are in, the document you are reading, or the lessons you are listening to, in order to conclude in an objective and clear way. It’s recommended that you make use of questions that would follow a broader response and that require more information to be given by the speaker, rather than using short ones of which the answer, won’t bring any satisfaction to the conducted investigation. Cottrell, (2017)
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